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INTERNAL DISTRIBUTION OF EXCESS 



Subject 

CAPITAL EQUIPMENT AND EXPENSE ITEMS 

Date: 

9/27/83 


Atari is currently in the process of gathering all surplus 
capital and expense items. In order to fill internal needs for 
equipment, the following procedure should be followed. 

Requests must be submitted by October 14. 


EXPENSE ITEM REQUEST PROCEDURE 


Requests for expense items should be submitted on a Material 
Transfer Order (MTO) form. There can be more than one expense 
item listed per MTO. Expense items are those which cost under 
$1,000 (T.V.'s, chairs, tools, tables, 800's disk drives, 
printers, etc.). Signature approval for these items will be 
the Department Manager. The MTO will then be forwarded to 
Manufacturing Finance department for their review and 
approval. Upon approval, Manufacturing Finance will then 
forward the MTO to Gerry Boston, responsible for distributing 
all expense items. 


CAPITAL ITEM REQUEST PROCEDURE 


Capital equipment requests require a Capital Equipment Transfer 
Authorization (CETA) form; and for any item over $5,000, a 
Capital Equipment Supplemental Justification form. There 
should be no more than one capital item per form. These forms 
are filled out to substantiate the need for the equipment and 
insure proper accounting for capital assets. Capital will be 
transferred to the receiving department at net book value 
(purchase price less depreciation to date). Signature approval 
for capital items will be the Divisional President or 
Vice-President and Divisional Finance office. 

The receiving department will be responsible for making 
arrangements to pick up the equipment, either through the 
Facilities or Traffic departments. They will also be required 
to absorb all moving expenses associated with procuring the 
equipment. 
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SUBMITTING REQUESTS 


All requests should be sent to Robert Vaughan in building 1173 
Borregas Avenue. Bob can be reached at 747-4065* 


PLEASE NOTE 


o All requests will be reviewed and filled on a priority basis 
as determined by the Surplus Equipment Disposal Committee. 

o There will be a separate procedure for International 
transfers to follow. 


RV/dar 



SUPPLIES RETURNED TO CORPORATE DISTRIBUTION 
745-5204 


6 Scotch tape holders 

4 Staple Holders 

4 Jars rubber cement 

6 rulers 

2 Boxes of 4X6 guides 

4 Rest a phone 

3 name plate holders 

3 paperclip holders 

5 sets book ends 

13 calendar bases 

15 memo holders 

9 stack trays 

9 stamp pads 

8 burrough twin spool ribbons 

16 staple removers 

3 roladex card files 

2 boxes B42 IBM recorder ribbon 

2 B75 typing ribbons 

4 1983 calendars 

5 boxes 5th cut hanging file folders 



forms/xerox supply request 


REQUESTED BY 

EXT. 

LOCATION 

DEPT. NO. 

REQUEST DATE 

AUTHORIZED BY 


CATALOG NO. 

DESCRIPTION OF MATERIAL 

QUANTITY 

REQUIRED 

QUANTITY 

ISSUED 






















REMARKS: 


ISSUED BY 


[DATE ISSUED 


WHITE-FORMS MANAGEMENT YELLOW-RESPONSE 


PINK-REQUESTOR 
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CORPORATE LIBRARY/INFORMATION CENTER 

Corporate 1196 Borregas 745-4634 

Home Computer Division 30 E. Plumeria 942-6668 

Library Service Information 745-4634 

I. SERVICES PROVIDED 

A. Computerized Literature Search/File 

1. Atari Advertising 

2. Business News 

3. Companies (General) 

4. Competitor Advertising 

5. Computer Science 

6. General News 

7. International Magazines/Newspapers (in English) 

8. Law 

9. Marketing/Marketing Research Forecasts 

10. Patents 

11. Statistics 

B. Assistance in the following areas 

1. Bibliography preparation 

2. Inter-library loans (throughout U.S.A.) 

3. Patent searching 

4. Research assistances/requests 

5. Stanford/University of Santa Clara library access 

C. For technical research: Contact 942-6668 
II. CURRENT LIBRARY COLLECTION 

A. Information on the following topics is available for checkout: 

1. Advertising 

2. Atari Company Data 

3. Almanacs 

4. Business 

5. Companies (General) 

6. Competitor Information 

7. Computer Science 

8. Corporate Directories 

9. General News 

10. Handbooks 

11. International Magazines/Newspapers (in English) 

12. Law 

13. Marketing/Marketing Research Forecasts 

14. Patents 

15. Statistical Works 
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MANAGEMENT INFORMATION SYSTEMS 
(MIS) 


1265 Borregas Avenue 745-2035 


I. SERVICE PROVIDED 

MIS provides large scale computer services to all Atari divisions. 
Computerized management information reports are issued through MIS. 


II. FUNCTIONS 

A. Applications 

1. Sales Systems 

2. Manufacturing Systems (Internatinal and Domestic) 

3. Financial Systems 

4. Consumer Product Service 

B. Special Projects Group 
1. Special Projects 

C. Systems Planning Group 

1. Office Automation 

2. .Decision Support 

D. Information Center 

1. Computer Operations 

2. Data Control 

3. Distribution 

4. Telecommunications 


PRODUCT LIABILITY AND SAFETY 


Claims - T.V. Damage 745-5010 

Product Liability and Bodily Injury 745-2643 


I. SERVICES PROVIDED 

A. Safety Agency approvals, audits, and reports (Worldwide). 

B. Safey/Liability design review. 

C. Safety testing of accessories for Atari products marketed by other 
companies. 

D. Power adaptor first article safety testing, safety audit testing and 
safety specifications. 

E. Product Liability Law information. 

F. Safety/Liability document ordering and research. 

II. PRODUCT LIABILITY CLAIMS 

A. Processes of fire/injury claims due to Atari product. 

B. Processing of TV damage claims due to ATari product. 
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CORPORATE POLICY AND PROCEDURE ADMINISTRATION 


Information 


970-4520 


I. POLICY/PROCEDURE DEVELOPMENT 

A. Corporate 

B. Divisional 

II. TRAINING 

A. Training of user groups in the development and 
format for policy and procedure. 

III. SERVICES 

A. Production of hard copy masters, print ready of 
policies and procedures. 

B. Coordination of Corporate Policy/Procedure 
distribution. 

C. Retention of all masters on floppy disks. 

D. Policies and procedures word processing 
coordination. 

E. Maintenance of Office Administration Handbook. 

F. Indexing of policy manuals. 

IV. INFORMATION 

A. General information regarding policies and 
procedures. 

B. Information link to the Executive Committee for 
policy development requests. 

C. Information link to Division Presidents for 
policy development requests. 






CORPORATE SERVICES 

CATALOG 
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ATARI 


FORM SUPPLY REQUEST 


Allow 5 - 7 working days for processing. 
Submit intact to Forms 1173 
Forms will be delivered to you. 


REQUESTED BY 

ALAN ATARI 

EXT. 

745 - 0000 

LOCATION 

1265 

DEPARTMENT NO. 

12345 

DIVISION 

CORPORATE 

REQUEST DATE 

1-2-84 

AUTHORIZED BY 

MANAGER'S APPROVAL 


CATALOG 

NO. 

DESCRIPTION OF MATERIAL 

QUANTITY 

REQUIRED 

QUANTITY 

ISSUED 

5L017 

NO. 10 EMBOSSED ENVELOPE 

Box/500 


5L013 

CORPORATE DIVISION LETTERHEAD EMBOSSED 

Ream/500 


3A099 

ADVANCE VACATION REQUEST 

Pkg/25 


1A023 

ATTENDANCE RECORD - 1984 

15 ea. 








REMARKS 



ISSUED BY 

DATE 

White Forms Management (.’unary - Response hnk - P(U la?ig Slip 3A047 R1 (7-81) 


A Communications Cumi'-a' . 


A, 

ATARI 


COPY MACHINE 
SUPPLY REQUEST 


Allow 3 - 5 working days for processing. 
Submit intact to Forms Control - 1173 • 
Your supplies will be delivered to you. 


REQUESTED BY 

ANNE ATARI 

TELEPHONE NO. 

942 - 0000 

DEPT. NO. 

22222 

REQUEST DATE 

1-2-84 

LOCATION 

735 

TYPE & MODEL OF EQUIPMENT 

Xerox 3100 

MACHINE LOCATION IN BUILDING 

Right of Lobby 

AUTHORIZED BY DATE 

MANAGER'S APPROVAL 


CATALOG NUMBER 

DESCRIPTION OF MATERIAL 

QTY. REQUESTED 

QTY. ISSUED 
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DATE 

ISSUED BY 

Jdate 
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INTRODUCTION 


ORDERING PRE-PRINTED FORMS 
IMPLEMENTING NEW FORMS 
LISTING 


FREQUENTLY ORDERED FORMS . Goldenrod sheet 

ADMINISTRATION/GENERAL (A). 1-6 

ACCOUNTING/FINANCE (B). 7-9 

CONSUMER PRODUCTS (C) . 9-10 

DATA PROCESS ING/M. I. S. (D) . 11-12 

ENGINEERING (E) 12-14 

MARKETING (K) 14-15 

STATIONERY (L) 15-16 

MANUFACTURING (M) 16-19 

PURCHASING (P) . 19-20 

QUALITY ASSURANCE (Q) . 20-23 

COPIER SUPPLIES . 24 


! 
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l 


L 


When ordering forms and supplies please include the follow¬ 
ing in formation: . _ i : _ !_ 

1) Building Location ... 

2) Telephone Number 

5 ) Depar tment Number . Z ZLZ .ZZZZZZZZZ 

4) Form Catalog Number 
~5) Manager's Approval 


This information will help avoid delays in processing your re- 
-quests. Thank You! .... . I. 
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INTRODUCTION 


The Forms Control Department is a centralized service center 
for the form needs of Atari. Services include analysis and pro¬ 
fessional design of all authorized company forms, printing, in¬ 
ventory control, usage control and distribution. Services in¬ 
clude and are extended to, regional office usage and off-site 
locations are encouraged to utilize the department. 


ORDERING PRE-PRINTED FORMS 


All requests for pre-printed established forms must be written 
on a Forms Supply Request (3A047). Please allow 5-7 working 
days for processing and delivery. Walk-in or Drop-in service is 
not available. Monitor office supply and reorder before office 
stock is depleted. 

All requests for Copier supplies and paper must be written on a 
Copier Supply Request (3A457). Mail completed and approved 
requests to: 

Forms Control Department—Bldg. 1173 

Forms include: single sheet, ncr, carbonized units sets, com¬ 
puter generated forms, labels, tags, mailers, brochures, sta¬ 
tionery, flyers, posters, inter-company advertising and related 
graphic projects. Each project is completed in a timely manner 
using the most cost-effective methods available. 


IMPLEMENTING NEW FORMS 


To implement a new form or revise an existing form, complete 


a Form Service Request (3A049) along with management ap¬ 
proval forward it to the Forms Control Department Depart¬ 
ment. Forms being used which are not registered should be 
submitted immediately. Forms Control discourages im¬ 
plementation and use of unauthorized forms, which add to in¬ 
creased paperwork and ultimately Atari costs. 












LISTING 


Form listing is separated by alphabetic codes according to 
function and purpose of form. Listed below are the 
alphabetic codes and definitions. To locate a listing consider 
the function of the form desired then consult the section it 
pertains to. (Example: "Petty Cash Request" is an accounting 
document, listing would be located under alphabetic code sec¬ 
tion "B" designated as Accounting/Finance). 


A designates Administration/ 
General 


B designates Accounting/ Finance 

C designates Consumer Products 

D designates Data Processing/ 
M.I.S./ Sales Input 


E designates Engineering 
K designates Marketing 


L designates Stationery 


•'m* ■ .'/SfcSS* :* 


M designates Manufacturing 
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P designates Purchasing 


9 j 3 iqmo 3 y m’ror^rxj<:rm , 5 ” • -. TT^n 

,-t~~ r ,<*rdesignates Quality Assurance/ 
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S designates Customer Service 









FUNCTION FREQUENTLY ORDERED FORMS ALPHABETIC LISTING 


FORM NO. 


FORM TITLE 


UNIT/ISSUE 


ADMINISTRATION 


1A023 

ATTENDANCE RECORD - 1984 

EACH 

1A117 

BUILDINGS LOCATION MAP 

EACH 

8A105 

"CONFIDENTIAL" ENVELOPE STICKER - PERSONNEL/EXECUTIVES 

SHEET/20 

3A457 

COPY EQUIPMENT SUPPLY REQUEST 

PKG/25 

1A016 

E.A.S.Y. FORMAT 

EACH 

1A050 

E.A.S.Y. JOB INTEREST FORM 

EACH 

3A060 

EDUCATIONAL REIMBURSEMENT APPLICATION 

PKG/100 

3A002 

EMPLOYEE ACTION REPORT (EAR) 

PKG/100 

6A061 

EMPLOYMENT APPLICATION 

EACH 

3A304 

EMPLOYEE REFERRAL FORM 

PKG/25 

7A103 

EMPLOYEE TIME CARD 

EACH 

3A212 

FACILITIES WORK ORDER REQUEST 

PKG/25 

3A047 

FORMS SUPPLY REQUEST 

PKG/25 

1A412 

GEODEX MEMO PAGE 

EACH 

2A097 

MATERIAL TRANSFER ORDER - GENERAL 

PKG/100 

1A430 

MEETING NOTICE 

EACH 

3A101 

MILEAGE REPORT 

PKG/25 

1A306 

MONTHLY PLAN CALENDAR 

EACH 

6A113 

PERFORMANCE APPRAISAL - EXEMPT EMPLOYEES 

EACH 

6A057 

PERFORMANCE APPRAISAL - NON EXEMPT EMPLOYEES 

EACH 

1A043 

REPRODUCTION REQUEST 

EACH 

1A056 

RESIGNATION NOTICE 

EACH 

3A197 

SPEEDI MEMO 

PKG/100 

3A356 

TELECOMMUNICATIONS WORK„ORDER REQUEST 

PKG/25 

1A43G 

THINGS TO DO TODAY PADS 

PAD/100 

3 AO 91 

TRAVEL AUTHORIZATION AND ADVANCE 

PKG/25 

3A099 

VACATION REQUEST FORM 

PKG/25 

1A139 

WARNING TO EMPLOYEE - WRITTEN & VERBAL 

ACCOUNTING & FINANCE 

EACH 

1B060 

BUDGET INPUT 

EACH 

6B046 

BUSINESS EXPENSE REPORT/ENTERTAINMENT REPORT 

PAD/50 

3B011 

CAPITAL EQUIPMENT PURCHASE AUTHORIZATION 

PKG/25 

3B044 

CAPITAL EQUIPMENT TRANSFER AUTHORIZATION 

PKG/25 

3B085 

COST TRANSFER AUTHORIZATION 

PKG/100 

3B015 

CHECK REQUEST 

PKG/25 

6B026 

PETTY CASH PAD 

DATA PROCESSING/SALES INPUT 

PAD/25 

3D226 

JOURNAL ENTRY - ATARI, INC. 07 

PKG/100 

3D169 

PASSWORD REQUEST 

PKG/100 

3D178 

REPORT DISTRIBUTION REQUEST 

PKG/25 

1D233 

TERMINAL MOVE AND INSTALLATION 

MANUFACTURING 

EACH 

7M030 

BILL OF LADING SHORT FORM 

BOX 

2M013 

DEBIT MEMO 

PKG/100 

2M052 

KIT LIST - BLANK FORMAT 

BOX 

3M065 

MATERIAL CHANGE ORDER REQUEST 

PKG/100 

3M071 

MATERIAL PURCHASE REQUISITION 

PKG/100 

3M043 

MATERIAL TRANSFER ORDER - CONSUMER 

PKG/25 









FUNCTION FREQUENTLY ORDERED FORMS ALPHABETIC LISTING 


FORM NO. 


2M049 

7M041 

2M019 

3M161 

2M014 


3P040 

3P036 

3P038 

3P001 


8Q244 

20300 

2Q378 


7S098 

3S128 

3S140 

7S005 

35089 

35090 


FORM TITLE 


UNIT/ISSUE 


MANUFACTURING 


RECEIVING REPORT COIN-OP BOX 

RECEIVING REPORT - CONSUMER BOX 

SCRAP REPORT PKG/100 

SHIPPING DECLARATION - CONSUMER PKG/25 

SPECIAL SHIPPING ORDER PKG/100 

PURCHASING 

CONSULTING SERVICE AGREEMENT PKG/25 

OFFICE SUPPLY ORDER FORM PKG/25 

PERSONALIZED MEMO PAD REQUEST EACH 

PURCHASE REQUISITION - NON CONFIRMING PKG/100 

QUALITY ASSURANCE 

"ACCEPTED/REJECTED" LABELS BOX 

INSPECTION REPORT PKG/100 

NON CONFORMANCE REPORT PKG/100 

CUSTOMER SERVICE 

INDEPENDENT SERVICE CLAIM STATEMENT BOX 

INTERNAL SERVICE AUTHORIZATION PKG/100 

INVOICE ADJUSTMENTS - CUSTOMER SERVICE PKG/100 

RETURN MERCHANDISE AUTHORIZATION BOX 

WARRANTY CLAIM FORM PKG/100 

WARRAANTY CLAIM SUMMARY PKG/100 














FUNCTION 


Administration/ General 


ALPHABETIC LISTING 



3A300 

1A419 

3A611 

3A602 

1A509 

1A207 

1A540 

7A598 

3A027 

1A526 

1A023 

3A148 

1A117 

1A039 

1A140 

3A141 

1A539 

3A549 

1A225 

1A554 

1A482 

1A466 

1A522 

1A523 

1A543 

1A609 

1A150 

8A315 

3A227 

5A144 

3A336 

3A133 

3A346 

1A418 

3A590 

3A413 

3A4 3S 

1A604 

3A496 

8A105 

1A025 

1A025 - A 

1A535 

8A517 

1A229 

3A457 

1A171 

1A443 

IA221 

3A371 

1A013 

3A367 



ACCIDENT INVESTIGATION REPORT - MEDICAL 
ACTIVITY REPORT 
ADAPTOR REPORT LABEL 

AMERICAN EXPRESS CORPORATE CARD REQUEST 

APPENDIX A WORKSHEET 

APPLICANT AFFIRMATIVE ACTION DATA 

APPLICANT EVALUATION REPORT 

APPLICANT TRACKING LABEL 

AREA ORIENTATION 

ATARI INSTITUTE MEMO 

ATTENDANCE RECORD 1984 

BACKGROUND INVESTIGATION REPORT 

BUILDINGS LOCATION MAP 

BUILDING LOG - SECURITY 

CMC BATCH IDENTIFICATION 

CAB/TAXI AUTHORIZATION - HEALTH SERVICES 

CANDIDATE REFERRAL 

CASE CONTROL DOCUMENT 

CHECK BACK OUT - PAYROLL DOCUMENT 

CHECK REQUEST - MIDA PAYROLL 

COLLEGE BULLETIN REQUEST CARD 

COLLEGE CERTIFICATE PROGRAM ENROLLMENT 

COLUMNAR MEMO SHEET 

COLUMNAR SPREAD SHEET 

COMMODITY GUIDE 

COMMUNICATIONS REQUEST 

COMPANY SERVICES LOCATION MAP 

COMPANY STORE ARTICLE LABEL IV 

COMPANY STORE ARTICLE TAG 

COMPANY STORE BULLETIN FORMAT 

COMPANY STORE GIFT CERTIFICATE - CO. STORE ISSUE ONLY 

COMPANY STORE SALES ORDER - CO. STORE ONLY 

COMPANY STORE SALES ORDER - COMPUTER PRODUCTS 

COMPANY STORE SALES ORDER - MILPITAS STORE 

COMPANY STORE SALES ORDER - APX 

COMPANY STORE SHIPPING ORDER 

COMPANY STORE TRANSFER ORDER 

COMPANY STORE WAREHOUSE STORAGE TAG 

COMPENSATION ARRANGEMENT FOREIGN SERVICE EMPLOYEE 

"CONFIDENTIAL" ENVELOPE STICKER - PERSONNEL/EXECUTIVE 

CONFIDENTIAL INFORMATION AGREEMENT 

CONFIDENTIAL INFORMATION AGREEMENT - CALIF. EMPLOYEES 

CONFLICT OF INTEREST STATEMENT 

CONTRACTOR BADGES - DIVISIONAL 

CONSENT TO SEARCH - SECURITY 

COPY EQUIPMENT SUPPLY REQUEST 

CONTINUATION SHEET - SECURITY 

CORPORATE HEALTH SERVICES - WEEKLY REPORT 

CREDIT UNION SHARE WITHDRAWL REQUEST 

CREDIT UNION SLIP COLUMBIA WARNER FEDERAL 

CREDIT VERIFICATION REQUEST 

DAILY RECEIVING LOG - DISTRIBUTION 


UNIT/ISSUE 

PKG/100 

EACH 

ROLL 

PKG/100 

EACH 

EACH 

EACH 

SHEET 

PKG/100 

EACH 

EACH 

PKG/100 

EACH 

EACH 

EACH 

PKG/100 

EACH 

PKG/100 

EACH 

EACH 

EACH 

EACH 

EACH 

EACH 

EACH 

EACH 

EACH 

ROLL 

EACH 

REAM/500 

BOOKLET 

PKG/100 

PKG/100 

EACH 

PKG/100 

PKG/100 

PKG/100 

EACH 

PKG/25 

SHEET/20 

EACH 

EACH 

EACH 

EACH 

EACH 

EACH 

EACH 

EACH 

EACH 

PKG/100 

EACH 

PKG/100 
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FUNCTION 


Administration / General 


ALPHABETIC LISTING 


FORM NO. 

1A196 

1A444 

6A309 

1A431 

3A052 

3A068 

1A145 

1A432 

1A479 

3A368 

1A464 

3A353 

1A016 

1A050 

1A494 

3A474 

3A060 

1A146 

1A178 

3A002 

6A061 

8A218 

3A154 

1A52I 

3A304 

3A461 

8A030 

7A103 

7A616 

1A104 

1A364 

1A527 

1A445 

1A365 

3A400 

7A610 

3A356 

1A089 

1A089 - A 

3A390 

1A358 

1A179 

3A454 

3A612 

3A566 

1A314 

1A359 

1A209 

3A391 

1A208 

3A212 

1A074 

3A528 

3A529 


FORM TITLE 

DENTAL SUB CLAIM TAG - HUMAN RESOURCE 
DIRECTIVE MEMO CARD ("PLEASE SEE ME", etc.) 
DISPENSARY LOG - HEALTH SERVICES 
DISPENSARY LOG - EL PASO 
DISPENSARY MEDICAL REPORT 
DISPENSARY PASS - HEALTH SERVICES 
DISPENSARY REPORT 
DISPENSARY REPORT - EL PASO 
DRIVER AUTHORIZATION CARD 
DRIVER DELIVERY LOG 

DRIVER DELIVERY LOG - DISTRIBUTION 

DUMMY PACKING LIST - DISTRIBUTION 

E.A.S.Y. FORMAT 

E.A.S.Y. JOB INTEREST FORM 

EAP SUPERVISORS GUIDE 

EDP LIBRARY MANUAL ORDER 

EDUCATIONAL REIMBURSEMENT APPLICATION 

EDUCATION VERIFICATION 

EMERGENCY INFORMATION - EMPLOYEE 

EMPLOYEE ACTION REPORT (EAR) 

EMPLOYMENT APPLICATION 

EMPLOYEE BADGE - PERMANENT - SECURITY ISSUE 

EMPLOYEE INCIDENT REPORT 

EMPLOYEE RELATIONS GUIDELINES 

EMPLOYEE REFERRAL FORM 

EMPLOYEE RULES OF CONDUCT 

EMPLOYEE SAFETY HANDBOOK 

EMPLOYEE TIME CARD 

EMPLOYEE TURNAROUND DOCUMENT 

EMPLOYEE YEAR TO DATE 

EQUAL EMPLOYMENT OPPORTUNITY INFORMATION 
EQUAL EMPLOYMENT OPPORTUNITY POLICY 
EQUIPMENT LIST 

EQUIPMENT TRANSFER AND HISTORY CARD 
EXECUTIVE DINING ROOM GUEST ACCOUNT 
EXEMPT ABSENCE REPORT - HUMAN RESOURCE 
EXPENSE MATERIAL DAILY RECEIVING LOG 
EXTENDED OFFER FORM 
EXTENDED OFFER FORM - SUPPLEMENT 
FACILITIES CHANGE REQUEST 
FACILITIES DOCUMENT PRINT REQUEST 
FACILITIES LOG 

FACILITIES MAINTENANCE PARTS REQUISITION 
FACILITIES MAINTENANCE TOOLS REQUISITION 
FACILITIES MAINTENANCE WORK SCHEDULE 
FACILITIES PLANNING SCHEDULE 
FACILITIES REQUISITION CONTROL LOG 
FAICLITIES REQUISITION LOG 
FACILITIES WORK ORDER - FACILITIES ONLY 
FACILITIES WORK ORDER LOG 
FACILITIES WORK ORDER REQUEST 
FACTS FOR INJURED WORKERS 
FIRE/INJURY CLAIM DISPOSITION 
FIRE/INJURY CLAIM FIRST REPORT 


UNIT/ISSUE 

EACH 

PAD/50 

PAD/100 

PAD/100 

PKG/100 

PKG/100 

EACH 

EACH 

EACH 

PKG/100 

EACH 

PKG/100 

EACH 

EACH 

EACH 

PKG/100 

PKG/100 

EACH 

EACH 

PKG/100 

EACH 

EACH 

PKG/100 

EACH 

PKG/25 

PKG/100 

EACH 

BOX 

BOX 

EACH 

EACH 

EACH 

EACH 

EACH 

PKG/100 

BOX 

PKG/100 

EACH 

EACH 

PKG/100 

EACH 

EACH 

PKG/100 

PKG/100 

PKG/100 

EACH 

EACH 

EACH 

PKG/100 

EACH 

PKG/25 

EACH 

PKG/100 

PKG/100 
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FUNCTION 


ALPHABETIC LISTING 


FORM NO. 


6A532 

1A515 

1A190 

1A507 

1A442 

3A392 

1A331 

1A004 

1A045 

1A046 

3A049 

3A047 

1A508 

1A204 

1A545 

1A429 

1A555 

1A412 

1A525 

1A537 

3A348 

3A351 

3A503 

1A185 

1A411 

1A369 

1A305 

3A404 

1A548 

1A159 

3A477 

1A187 

1A437 

1A164 

1A124 

1A518 

1A517 

1A396 

1A317 

1A599 

1A600 

1A601 

1A615 - A 

1A615 - C 

1A615 - B 

3A073 

8A622 

1A416 

1A311 - 

1A186 

1A387 

8A594 

1A478 


Administration / General 


FORM TITLE 


FIRE/INJURY HOLD TAG 

FIT-MED RELEASE AUTHORIZATION 

FLIGHT INFORMATION TAG 

FLOWER REQUEST FORM 

FOOD SERVICE CRITIQUE FORM 

FOOD SERVICE & EQUIPMENT REQUEST 

FORKLIFT TRUCK OPERATIONS CERTIFICATE 

FORMS REGISTER-FORMS DEPT. 

FORMS RELEASE NOTIFICATION 
FORMS REORDER NOTICE 

FORMS SERVICES REQUEST (TO IMPLEMENT NEW FORKS) 

FORMS SUPPLY REQUEST (TO ORDER FORMS SUPPLY) 

FURNITURE INVENTORY CONTROL CARD 

GAME ROOM REGISTER 

GAME ROOM RESERVATION PASS 

GAME ROOM VISITOR BADGE 

GEODEX DAILY PLANNER 

GEODEX MEMO PAGE 

GRAPHIC LAYOUT SHEET 

GROSS EARNINGS STATEMENT - HEALTH SERVICES 
GROUP ENROLLMENT INSURANCE CARD 

GROUP ENROLLMENT INSURANCE - NON SUNNYVALE LOCATIONS 

HEALTH EVALUATION SOTMARY - PRE-EMPLOYMENT 

HEALTH INFORMATION - INTERNATIONAL TRAVEL 

IDEA SUBMISSION AGREEMENT - OUTSIDE 

IDENTIFICATION BADGE AGREEMENT - SECURITY 

INCIDENT REPORT-MISCELLANEOUS-SECURITY 

"IMPORTANT" NOTICE - DISTRIBUTION 

INTERVIEW SCHEDULE REPORT 

INVENTORY CONTROL CARD - WAREHOUSE 

INVENTORY FORM - DISTRIBUTION 

INVENTORY TAG 

INVENTORY PLANNING AND CONTROL WORKSHEET 

INVESTIGATION REPORT - SECURITY 

INVESTIGATION REPORT LOG 

JANITORIAL COMPLAINT 

JANITORIAL REQUEST 

JOB ANALYSIS QUESTIONNAIRE 

LOA EMPLOYEE RECORD 

LEAVE OF ABSENCE - MEDICAL EXPLANATION 
LEAVE OF ABSENCE - MILITARY EXPLANATION 
LEAVE OF ABSENCE - PERSONAL EXPLANATION 
LEAVE OF ABSENCE LOG - MEDICAL EXPLANATION 
LEAVE OF ABSENCE LOG - MILITARY EXPLANATION 
LEAVE OF ABSENCE LOG - PERSONAL EXPLANATION 
LEAVE OF ABSENCE REQUEST 
LEGAL DEPARTMENT FILE FOLDER 
LOCATION MAP - SANTA CLARA VALLEY 
MAINTENANCE MATERIAL INVENTORY LOG 
MAINTENANCE PARTS REQUISITION LOG 
MANAGEMENT APPROVAL SHEET - CORPORATE 
MANUAL ID STICKER 

MANUAL REQUEST DISTRIBUTION CORPORATE SYSTEMS 


UIMIT/ISSUE 


PKG/100 

EACH 

EACH 

EACH 

EACH 

PKG/100 

EACH 

EACH 

EACH 

EACH 

PKG/25 

PKG/25 

EACH 

EACH 

EACH 

EACH 

EACH 

EACH 

EACH 

EACH 

PKG/100 

PKG/100 

PKG/100 

EACH 

EACH 

EACH 

EACH 

PKG/100 

EACH 

EACH 

PKG/100 

EACH 

EACH 

EACH 

EACH 

EACH 

EACH 

EACH 

EACH 

EACH 

EACH 

EACH 

EACH 

EACH 

EACH 

PKG/100 

EACH 

EACH 

EACH 

EACH 

EACH 

EACH 

EACH 
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FUNCTION 


Administration / General 


ALPHABETIC LISTING 


FORM NO. 


2A097 

1A520 

1A082 - l 

1A081 

1A452 

3A452 - ; 

3A001 

3A433 

1A119 

1A118 

1A455 

3A453 

1A196 - l 

1A430 

3A593 

3A101 

1A306 

1A465 

1A341 

1A491 

1A621 

3A128 

1A501 

1A500 

3A462 

3A355 

6A575 

6A574 

6A573 

6A572 

6A571 

6A620 

1A024 

1A143 

6A113 

6A057 

6A603 

1A195 

1A183 

1A182 

7A002 

1A082 

1A135 

1A377 

3A100 

1A188 

1A481 

1A136 

1A563 

1A564 

3A354 

1A538 

1A502 

3A096 


FORM TITLE 


MATERIAL TRANSFER ORDER - GENERAL 

MEDICAL EMERGENCIES FLYER 

MEDICAL FILE INSPECTION REQUEST 

MEDICAL HISTORY QUESTIONNAIRE 

MEDICAL INFORMATION RELEASE AUTHORIZATION 

MEDICAL INFORMATION RELEASE AUTHORIZATION - SPANISH 

MEDICAL LEAVE OF ABSENCE AUTHORIZATION - PERSONNEL 

MEDICAL LEAVE OF ABSENCE REQUEST - EL PASO 

MEDICAL LEAVE OF ABSENCE EXTENSION 

MEDICAL LEAVE OF ABSENCE REQUEST 

MEDICAL SERVICES PROGRESS REPORT 

MEDICAL SERVICES REQUEST 

MEDICAL SUB CLAIM TAG - HUMAN RESOURCE 

MEETING NOTICE 

MEETINGS/SPECIAL EVENTS APPROVAL 
MILEAGE REPORT 
MONTHLY PLAN CALENDAR 
MONTHLY REVIEW - DISTRIBUTION 
NEW EMPLOYEE ORIENTATION - SPANISH 
NEW EMPLOYEE QUESTIONNAIRE 
NOISE AND HEARING PROTECTION DATA 
NOTICE TO DEPARTING EMPLOYEE 

OFFICE EQUIPMENT REPAIR - ANNUAL INSPECTION LOG 
OFFICE EQUIPMENT REPAIR - MONTHLY INSPECTION LOG 
OFFICE EQUIPMENT REPAIR/INSPECTION 
ON HOLD LOG - DISTRIBUTION ^ 

OPERATING PRACTICE FORMAT - ATARI TEL 
OPERATING PRACTICE FORMAT - CPG 


CPG 

OPERATING PRACTICE FORMAT - COIN-OP 
OPERATING PRACTICE FORMAT - COMPUTER 
OPERATING PRACTICE FORMAT - CORPORATE 
OPERATING PRACTICE FORMAT - MANUFACTURING 
ORIENTATION VERIFICATION 
PAYROLL CHECK REQUEST - PAYROLL 
PERFORMANCE APPRAISAL - EXEMPT EMPLOYEES 
PERFORMANCE APPRAISAL - NON EXEMPT EMPLOYEES 
PERFORMANCE APPRAISAL - SEL APPRAISAL 
PERMANENT PROPERTY PASS AUTHORIZATION 
PERMANENT PROPERTY PASS BADGE - MAINTENANCE 
PERMANENT PROPERTY PASS BADGE - TEST EQUIPMENT 
PERSONNEL ACTION REQUEST (PAN) 

PERSONNEL FILE INSPECTION REQUEST 
PERSONNEL REQUISITION LOG 
PERSONNEL RECORDS REQUISITION 
PERSONNEL REQUISITION 
PERSONNEL SIGN-IN LOG 

PHANTOM STOCK BENEFICIARY DESIGNATION 
PHYSICIAN'S STATEMENT - MATERNITY 
POSITION QUESTIONNAIRE 

POSITION QUESTINNAIRE COMPLETION GUIDE 

PROBLEM LOG - DISTRIBUTION 

PROJECT LOG - PURCHASING 

PROJECT STATUS SHEET 

PROPERTY PASS - SECURITY ISSUE 


MATERNITY 


UNIT/ISSUE 


PKG/100 

EACH 

EACH 


PKG/100 

PKG/100 

PKG/100 

EACH 

EACH 

EACH 

PKG/100 

EACH 

EACH 

PKG/100 

PKG/25 

EACH 


EACH 

EACH 

PKG/100 

EACH 

EACH 

PKG/100 

PKG/100 

REAM/500 

REAM/500 

REAM/500 

REAM/500 

REAM/500 

REAM/500 

EACH 


EACH 

PKG/25 

EACH 


EACH 

PKG/100 

EACH 

EACH 

BOOKLET 
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FUNCTION 


ALPHABETIC LISTING 


Administration / General 


FORM NO. 


FORM TITLE 


UNIT/ISSUE 


1A469 

3A370 

3A228 

1A499 


PROPERTY PASS LOG 

PROPERTY PASS RECEIPT - SECURITY ISSUE 
PROPERTY REPORT - SECURITY DEPT. 

P.O. LOG CORPORATE RESEARCH 


EACH 

EACH 

PKG/100 

EACH 


6A576 

6A468 

6A421 

6A378 

6A427 

6A618 


6A577 

6A467 

6A426 

6A422 

6A422 - A 

6A420 

6A428 

6A613 

1A435 

1A513 

1A514 

3A485 

1A504 

1A452 

3A561 

3A480 

3A399 

3A388 

8A398 

1A605 

3A127 

6A443 

1A043 

1A510 

1A524 

1A114 

1A151 

3A062 

1A080 

7A001 

1A488 

1A056 

1A345 

1A344 

1A567 

1A560 

9A380 


POLICY FORMAT 

POLICY FORMAT - ATARITEL 
POLICY FORMAT - CPG 
POLICY FORMAT - COIN-OP 
POLICY FORMAT - CORPORATE 
POLICY FORMAT - INTERNATIONAL 
POLICY FORMAT - MANUFACTURING 

PROCEDURE FORMAT 

PROCEDURE FORMAT - ATARITEL 

PROCEDURE FORMAT - CPG 

PROCEDURE FORMAT - COIN-OP 

PROCEDURE FORMAT - COMPUTER 

PROCEDURE FORMAT WITH APPROVAL - COMPUTER 

PROCEDURE FORMAT - CORPORATE 

PROCEDURE FORMAT - INTERNATIONAL 

PROCEDURE FORMAT - MANUFACTURING 

POLICIES AND PROCEDURE NUMBERING LOG 
POLICY NUMBERING LOG 
PROCEDURE NUMBERING LOG 
POLICY PROJECT REQUEST 

POLICY AND PROCEDURE REQUEST TRACKING LOG 
PURCHASING AGREEMENT - PURCHASING 
RECEIVING REPORT NUMBERS - DISTRIBUTION 
RECEIVING REPORT - CORPORATE REASEARCH 
RECEIVING REPORT - DISTRIBUTION 
RECORDS MANAGEMENT WORKSHEET 
RECORDS STORAGE ID TAG - CORPORATE 
RECRUITMENT AND SEARCH AGREEMENT 
RELOCATION EXPENSE AGREEMENT 
REPAIR TAG 

REPRODUCTION REQUEST 

REPORT CONTROL NOTICE - SECURITY 

REPORT LAYOUT 

RETIREMENT PLAN INFORMATION 

RETRO-PAY SLIP PAYROLL 

RETURN TO WORK AUTHORIZATION 

REVEIW OF RESUME 

REVEIW NOTICE 

REVISION SUMMARY 

RESIGNATION NOTICE 

ROOM SCHEDULE - CONFERENCE 

ROOM SCHEDULE - MULTIPURPOSE 

SALARY PERFORMANCE REVIEW 

SCREEN PRINTING CHECKLIST PROCEDURE 

SCHLAGE CARD INFORMATION RECORD 


REAM/500 
REAM/500 
REAM/500 
REAM/500 
REAM/500 
REAM/500 


REAM/500 
REAM/500 
REAM/500 
REAM/500 
REAM/500 
REAM/500 
REAM/500 
REAM/500 

EACH 

EACH 

EACH 

PKG/100 

EACH 

EACH 

PKG/100 

PKG/100 

PKE/100 

PKG/100 

PKG/100 

EACH 

PKG/100 

EACH 

EACH 

EACH 

EACH 

EACH 

EACH 

PKG/100 

EACH 

BOX 

EACH 

EACH 

EACH 

EACH 

EACH 

EACH 

EACH 






FUNCTION 


ALPHABETIC LISTING 


FORM NO. 


6A308 
1A090 
1A167 
1A166 
1A350 
1A019 
1A379 
3 AO 51 
1A020 
1A383 
3A197 
3A356 
3A223 
1A213 
1A214 
3A215 
1A407 
3A142 
1A059 
1A436 
1A541 
3A403 
3A091 
1A597 
1A158 
1A596 
3A588 
1A595 
3A531 
3A530 
6A534 
1A562 
1A450 
6A316 
1A559 
3A099 
1A072 
1A165 
1A307 
3A568 
1A512 
1A401 
1A217 
3A583 
1A511 
8A200 
1A546 
1A139 
1A617 
6A578 
1A580 
1A015 
1A395 
1A405 
1A194 


Administration / General 


FORM TITLE 

SECURITY AWARD CERTIFICATE 

SECURITY BADGE RECORD 

SECURITY ID - VENDOR 

SECURITY BADGE RECORD - VENDOR 

SECURITY PRODUCT TRANSFER LOG 

SECURITY REPORT OF CONDUCT 

SELECTION INTERVIEW REPORT 

SHOP AREA SAFETY RULES 

SIGN-IN REGISTER - SECURITY 

SMALL MATERIAL ROUTING TAG - DISTRIBUTION 

SPEEDI-MEMO 

TELECOMMUNICATIONS WORK ORDER REQUEST 

TELECOPIER REQUEST 

TELEX LOG - INCOMING 

TELEX LOG - OUT GOING 

TELEX REQUEST 

TERMINATION MEMORANDUM 

TERMINATION - TEMPORARY EMPLOYEE 

THEFT REPORT LOG - SECURITY 

THINGS TO DO TODAY PADS 

TOURNAMENT VERIFICATION FORM 

TRAFFIC COLLISION REPORT 

TRAVEL AUTHORIZATION AND ADVANCE 

TRAVEL CASH ADVANCE LOG 

TRAVEL DEPT. ITINERARY 

TRAVEL INDEX LOG 

TRAVEL PACKET RECEIPT FORM 

TRAVEL REFUND TICKET LOG 

TV CLAIM DISPOSITION CLAIM SUMMARY 

TV DAMAGE CLAIM - FIRST REPORT 

TV DAMAGE HOLD TAG 

TWX REQUEST 

TYPEWRITER ID MAINTENANCE HISTORY CARD 

UNIVERSAL PLANNING SCHEDULE 

VACATION ACCUMULATION CALENDAR - PAYROLL 

VACATION REQUEST FORM - ADVANCE 

VEHICLE ACCIDENT REPORT 

VEHICLE CHECK SHEET - SECURITY 

VEHICLE DAMAGE REPORT 

VEHICLE DISPOSITION FORM 

VEHICLE MAINTENANCE INFORMATION CARD 

VEHICLE PARKING PERMIT - FACILITY MAINTENANCE 

VEHICLE REGISTRATION REQUEST 

VEHCILE RELEASE CORPORATE POOL 

VEHICLE REPAIR/MAINTENANCE REPORT - CONTINUATION 
VISITOR ESCORT REQUIRED BADGE 
VISITOR REGSITRATION CARD 

WARNING TO EMPLOYEE - WRITTEN AND VERBAL 

WORKERS COMP AND REPORTING WORK RELATED INJURIES 

WORKMANSHIP STANDARDS FORMAT 

WORKMANSHIP STANDARDS FORMAT - BLANK 

XEROX METER LOG 

XEROX METER READ FORM 

XEROX ROOM MEMO LOG 

"YOUR ATTENTION PLEASE" MEMO 


UIMIT/ISSUE 


EACH 

EACH 

EACH 

EACH 

EACH 

EACH 

EACH 

PKG/100 

EACH 

EACH 

PKG/100 

PKG/25 

PKG/100 

EACH 

EACH 

PKG/100 

EACH 

PKG/100 

EACH 

PAD/100 

EACH 

PKG/100 

PKG/25 

EACH 

EACH 

EACH 

PKG/100 

EACH 

PKG/100 

PKG/100 

PKG/100 

EACH 

EACH 

PAD/100 

EACH 

PKG/25 

EACH 

EACH 

EACH 

PKG/100 

EACH 

EACH 

EACH 

PKG/100 

EACH 

EACH 

EACH 

EACH 

EACH 

REAM/5 00 

EACH 

EACH 

EACH 

EACH 

EACH 
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function Accounting/Finance 


ALPHABETIC LISTING 


FORM NO. 


FORM TITLE 


UNIT/ISSUE 


1B104 

1B020 

1B019 

3B007 

1B151 

1B090 

1B138 

3B130 

1B158 

1B095 

1B047 

1B016 

1B014 

1B157 

1B153 

1B155 

1B060 

1B080 

1B050 

6B046 

3B188 

1B136 

1B121 

3B011 

1B094 

3B044 

1B081 

1B106 

3B085 

7B085 

1B191 

8B051 

1B105 

1B116 

1B088 

3B015 

1B142 

1B069 

1B068 

3B184 

1B112 

1B102 

3B086 

1B058 

6B179 

1B185 

3B187 

1B189 

6B114 

1B111 

1B101 

3B096 

3B006 


ACCOUNT ADJUSTMENT FORM 
ACCRUAL LOG EXPENSE 
ACCRUAL LOG INVENTORY 

APPROVAL REQUEST FOR ACCOUNTS PAYABLE 
ARCHIVE CHECK OUT REQUEST 
AUDIT LOG 

AUTOMATIC DEPOSIT LOG 

BANK RECONCILIATION MANUAL ADJUSTMENT 

BATCH ADVENTURE 

BATCH ANALYSIS BY CLERK 

BATCH BALANCE TRANSMITTAL SALES ORDER SYSTEM 

BATCH JOB VOUCHER EDIT 

BATCH LOG A/P 

BATCH SPECIAL PROJECTS 

BONUS LOG - EMPLOYEE 

BUDGET EXPENSE LOG 

BUDGET INPUT 

BUDGET AND STATISTICAL DATA IN PUT GL360 QUARTERLY 
BUDGET WORKSHEET DIRECT LABOR 

BUSINESS EXPENSE REPORT /ENTERTAINMENT REPORT 

BUSINESS EXPENSE REPORT NOTICE 

BUSINESS EXPENSE REPORT REMINDER 

CAPITAL ASSET PROJECT PROPOSAL 

CAPITAL EQUIPMENT PURCHASE AUTHORIZATION 

CAPITAL EQUIPMENT PURCHASE AUTHORIZATION SUPPLEMENT 

CAPITAL EQUIPMENT TRANSFER AUTHORIZATION 

CAPITAL EXPENDITURE BUDGET REQUEST 

CAPITAL EXPENDITURE BUDGET REQUEST 

COST TRANSFER AUTHORIZATION FORM 

COST TRANSFER AUTHORIZATION FORM - COMPUTER GENERATED 

CASH FLOW FORECAST 

CERTIFICATE OF SHIPMENT LABEL 

CHARGEBACK SYSTEM 

CHECK CONTROL LOG 

CHECK DISBURSEMENT LOG 

CHECK REQUEST 

CHECK REQUEST - COMMISSIONS 

CONTROL CARD BUDGET PRINT PROGRAM GL960B 

CONTROL CARD BUDGET VS. ACTUAL PRINT PROGRAM 

DEBIT MEMO A/P 

DEPARTMENT CHANGE LOG 

DIFFERENCE LETTER 

DOCUMENT REQUEST FORM 

EMPLOYEE ADDITION DELETIONS BUDGET WORKSHEET 
EMPLOYEE ADVANCE FOLDER 
EQUIPMENT SALE OR DISPOSITION 
EXEMPT OVERTIME AUTHORIZATION 

EXPATRIATES PAYMENTS MADE TO TAX EQUALIZATION 
FAR TO G/L RECONCILIATION 
FILE CHECK OUT LOG 
FILE REQUEST 

FINANCIAL INFORMATION REQUEST 

FIXED ASSET CAPITAL EQUIPEMNT VOUCHER 


EACH 

EACH 

EACH 

PAD/100 

EACH 

EACH 

EACH 

PKG/100 

EACH 

EACH 

EACH 

EACH 

EACH 

EACH 

EACH 

EACH 

EACH 

EACH 

EACH 

PAD/50 

PKG/100 

EACH 

EACH 

PKG/25 

EACH 

PKG/25 

EACH 

EACH 

PKG/100 

BOX 

EACH 

ROLL/500 

EACH 

EACH 

EACH 

PKG/25 

EACH 

EACH 

EACH 

PKG/100 

EACH 

EACH 

PKG/100 

EACH 

EACH 

EACH 

PKG/100 

EACH 

PAD/100 

EACH 

EACH 

EACH 

PKG/100 
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FUNCTION 


ALPHABETIC LISTING 


Accounting / Finance 


FORM NO. 
_ 1 


FORM TITLE 


UNIT/ISSUE 


1B194 


FIXED BUDGET ASSET - ADDITION 

EACH 

13195 


FIXED BUDGET ASSET - ADJUSTMENT 

EACH 

3B147 


FREIGHT BILL MATCH - INCOMPLETE 

PKG/100 

1B167 


GROUP CHANGES - ADVENTURE 

EACH 

1B166 


GROUP CHANGES - SALES 

EACH 

1B162 


GROUP CHANGES - SPECIAL PROJECTS 

EACH 

1B127 


INTERNAL AUDIT PROGRAMS PAGE 1 & 2 

EACH 

1B129 


INTERNAL AUDIT REPORT 

EACH 

1B180 


INVOICE COSTS J&M 

EACH 

1B110 


INVOICE PROBLEMS 

EACH 

1B042 


MONTHLY EXPENDITURE ANALYSIS WORKSHEET 

EACH 

3B113 


NOTICE OF ADJUSTMENT TO INVOICE - TEST SERVICES 

PKG/100 

3B137 


ON-LINE REVERSALS CORRECTION 

PKG/100 

1B107 


OPERATING EXPENSE BUDGET 

EACH 

1B141 


OPERATING EXPENSE BUDGET SUPPLEMENT 

EACH 

1B040 


OPERATING EXPENSE FORECAST 

EACH 

1B040 

A-C 

OPERATING EXPENSE FORECAST SUPPLEMENTAL SHEETS 

EACH 

3B146 


PAYCHECK DISCREPANCY FORM 

PKG/100 

1B062 


PAYROLL BUDGET CONTRACT 

EACH 

1B098 


PAYROLL BUDGET CONTRACT EMPLOYEE 

EACH 

1B109 


PAYROLL BUDGET MFG CONTRACT EMPLOYEE 

EACH 

1B056 


PAYROLL BUDGET DATA INPUT 

EACH 

1B100 


PAYROLL BUDGET MONTHLY 

EACH 

1B099 


PAYROLL BUDGET NON MONTHLY EMPLOYEE 

EACH 

13108 


PAYROLL BUDGET NON MONTHLY MFG. EMPLOYEE 

EACH 

1B160 


PAYROLL CHECK AND ADJUSTMENT 

EACH 

1B143 


PAYROLL CHECK LOG - MONTHLY 

EACH 

3B192 


PAYROLL CHECK PICK UP AUTHORIZATION 

PKG/100 

1B084 


PAYROLL LOA LOG 

EACH 

3B145 


PAYROLL PROBLEM OR REQUEST 

PKG/100 

1B093 


PAYROLL REGISTER BALANCE SHEET 

EACH 

3B133 


PAYROLL RETRO I/O MEMO 

PKG/100 

3B182 


PAYROLL RETRO PAY SEMI-MONTHLY 

PKG/100 

1B159 


PAYROLL TAX CHANGES 

EACH 

6B026 


PETTY CASH PAD 

PAD/25 

5B178 


PETTY CASH ENVELOPE 

EACH 

3B149 


PHYSICAL INVENTORY BATCH CONTROL TICKET - C.A. 

PKG/100 

3B118 


PHYSICAL INVENTORY TAG - CONSUMER 

PKG/100 

3B115 


PRIORITY ACTION NOTICE 

PKG/100 

1B124 


PURCHASE ORDER LOG - EXPENSE 

EACH 

1B125 


PURCHASE ORDER LOG - INVENTOF.Y 

EACH 

1B087 

ABC 

PURCHASING PROBLEMS 

EACH 

1B089 


RECEIVING REPORT NOT RECEIVED BY A/P 

EACH 

1B126 


RECEIVERS NOT IN AMPS 

EACH 

1B161 


RECONCILIATION WORKSHEET 

EACH 

1B193 


ROYALTY STATEMENT 

EACH 

1B183 


SALARY ADVANCE DEDUCTION AUTHORIZATION 

EACH 

1B139 

ABC 

SALARY FIELD ADJUSTMENTS 

EACH 

3B132 


SEARS REIMBURSEMENT REQUEST 

PKG/100 

1B154 


STATUS REPORT 

EACH 

3B131 


STANDARD COST INPUT FORM 

PKG/100 

1B082 


STOP PAYMENT CHECK FOR BACK OUT 

EACH 

1B0Q3 


STOP PAYMENT LOG 

EACH 
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FUNCTION 


ALPHABETIC LISTING 


FORM NO. 


1B171 

1B173 

1B175 

1B144 

3B152 

3B134 

1B135 

1B190 

1B122 

3B002 

1B071 

1B024 

1B163 

1B165 

1B164 

1B177 

1B176 

1B172 

1B174 

3B005 

3B079 

1B156 

1B103 

1B091 

3B001 

3B078 

1B168 

1B169 

1B170 

1B059 

1B120 

1B119 

FUNCTION 


FORM NO. 


1C232 
6C235 
3C214 
1C259 
1C261 
1C260 
3C262 
1C241 
1C208 
1C170 
1C263 
6C222 
3C176 
1C194 
3C210 
1C155 
1C217 
1C217 - A 


Accounting / Finance 


FORM TITLE 


SUSPENSE FILE MAINTENANCE ADVENTURE 

SUSPENSE FILE MAINTENANCE SALES 

SUSPENSE FILE MAINTENANCE - SPECIAL PROJECTS 

TERMINATION CHECK LOG 

TERMINATION CLEARED FOR 

TERMINATION EMPLOYEE SUMMARY 

TIMECARD BATCH NO. 

TREASURY MONTHLY REPORT SHEET 

TUB EVALUATION 

VENDOR ADDITION A/P 

VENDOR ADD FORM - EL PASO 

VENDOR CHANGE FORM 

VENDOR CHANGE FORM - ADVENTURE 

VENDOR CHANGE FORM - SALES 

VENDOR CHANGE FORM - SPECIAL PROJECTS 

VENDOR DELETE FORM 

VENDOR DELETE FORM - ADVENTURE 

VENDOR DELETE FORM -SALES 

VENDOR DELETE FORM - SPECIAL PROJECTS 

VOUCHER ACCOUNTS PAYABLE 

VOUCHER ACCOUNTS PAYABLE - EL PASO 

VOUCHER BATCH SALES LOG 

VOUCHER DEDUCTION DIFFERENCE LETTER 

VOUCHER ERRORS 

VOUCHER HAND CHECK ACCOUNTS PAYABLE 

VOUCHER HAND CHECK ACCOUNTS PAYABLE - EL PASO 

VOUCHER MAINTENANCE OPEN - ADVENTURE 

VOUCHER MAINTENANCE OPEN - SALES 

VOUCHER MAINTENANCE OPEN - SPEICAL PROJECTS 

VOUCHER OPEN MAINTENANCE - AP 

VENDOR SHIPMENTS FROM ATARI - SUB CONTRACT 

VENDOR SHIPMENTS TO ATARI - SUB CONTRACT 


UIMIT/ISSUE 


EACH 

EACH 

EACH 

EACH 

P KG/100 

P KG/100 

EACH 

EACH 

EACH 

PKG/100 

EACH 

EACH 

EACH 

EACH 

EACH 

EACH 

EACH 

EACH 

EACH 

PKG/100 

PKG/100 

EACH 

EACH 

EACH 

PKG/100 

PKG/100 

EACH 

EACH 

EACH 

EACH 

EACH 

EACH 


Consumer Products 


ALPHABETIC LISTING 


FORM TITLE 


UNIT/ISSUE 


ACCOUNTS OVER 60 DAYS 


EACH 

ACCOUNTS RECEIVABLE ANALYSIS 


PAD/100 

AIR FREIGHT REQUEST 


PKG/100 

ATARI CLUB CALL REPORT 


EACH 

ATARI CLUB ORDER FORM 


EACH 

ATARI CLUB POSTCARD - STEVE 


EACH 

ATARI CLUB TRANSCTION FORM 


PKG/100 

BROWN LIST 


EACH 

CALL REPORT LOG 


EACH 

CERTIFICATE OF TECHNICAL SERVICE 


EACH 

CHECK REQUEST TRACKING FORM CUST. 

RELATIONS 

EACH 

CLAIMS PROCEDURES 


EACH 

CONSUMER LOANER (EPROM) CARTRIDGE 

REQUEST FORM 

PKG/100 

CREDIT/COLLECTION ACTIVITY LOG 


EACH 

CREDIT LINE CARD 


PKG/100 

CREDIT INFORMATION - PERSONAL 


EACH 

CUSTOMER RESPONSE LETTER 


EACH 

CUSTOMER RESPONSE LETTER 


EACH 
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FUNCTION 


ALPHABETIC LISTING 


Consumer Products 


FORM NO. 

1 

FORM TITLE 


UNIT/ISSUE 


3C212 


DEVIATION FORM - CPG 


PKG/100 

3C213 


DOCUMENT REQUEST - CPG 


PKG/100 

3C203 


DOCUMENT REQUEST FORM - COMPUTER 


PKG/100 

1C196 


EDUCATIONAL INSTITUTION PROFILE/APPLICATION 

EACH 

1C192 


FIELD CHANGE ORDER - CONSUMER 


EACH 

1C205 


FIRST ARTICLE REQUISITION 


EACH 

1C204 


FIRST ARTICLE AND SAMPLE SUBMITTANCE 


EACH 

1C243 


ICS RECEIVING BACKLOG REPORT 


EACH 

3C162 


INITIAL INQUIRY ACTION FORM 


PKG/100 

3C245 


INTERNAL RECEIPT 


PKG/100 

1C246 


INVENTORY BALANCES "A" ITEMS 


EACH 

1C253 


INVENTORY BALANCES "A" ITEMS % OVERAGE/UNDERAGE 

EACH 

3C146 


INVENTORY TRANSACTION ERROR CORRECTION TRANSMITTAL 

EACH 

3C181 


LITERATURE REQUEST 


PKG/100 

1C178 


LOOKIN GOOD WITH ATARI PHOTOGRAPHIC SHEET 


EACH 

1C175 


MATERIAL SPREAD SHEET 


EACH 

1C175 

- A 

MATERIAL SPREAD SHEET MONTHLY 


EACH 

1C206 


MONEY LETTER - CONSUMER PRODUCTS 


EACH 

1C209 


MONTHLY CLAIMS PAID 


EACH 

1C151 


PCS MAILER 


EACH 

1C137 


PALLET ID TAG 


EACH 

3C255 


PHOTO LIBRARY 


PKG/100 

1C256 


PHOTO LIBRARY REQUEST 


EACH 

1C113 


PLANNING AND SCHEDULING SHEET 


EACH 

3C218 


PREMIUM FREIGHT REQUEST 


PKG/100 

3C247 


PREMIUM FREIGHT REQUEST - CONSUMER 


PKG/100 

1C238 


PRIORITY COMPLAINT LETTER 


EACH 

3C115 


PROM/EPROM PART. NO. CONVERSION 


PKG/100 

1C242 


RAW MATERIAL RECEIVING BACKLOG REPORT 


EACH 

3C207 


REFUND REQUEST 


PKG/100 

3C258 


REPAIR- REQUEST 


PKG/100 

1C131 


RETURN AUTHORIZATION REQUEST 


EACH 

1C216 

A-E 

RETURN MATER]AL AUTHORIZATION 


EACH 

1C167 


RETURN MATERIAL AUTHORIATION INSTRUCTION 

(CONSOL/DELTA) 

EACH 

1C168 


RETURN MATERIAL AUTHORIZATION INSTRUCTION 

(UNDER 60 lb) 

EACH 

1C197 

A-E 

RETURN MATERIAL AUTHORIZATION PROCESSING 

COLLECT 

EACH 

1C251 


ROUTING FREIGHT INST. NEW ENGLAND MOTOR FREIGHT 

EACH 

1C250 


ROUTING FREIGHT INST. MERIT DISTRIBUTORS 


EACH 

1C252 


ROUTING FREIGHT INST. OPEN ROUTING AND TRANSIT 

EACH 

1C249 


ROUTING FREIGHT INST. SAFE EXPRESS 


EACH 

1C248 


ROUTING AND SHIPPING INSTRUCTIONS 


EACH 

1C101 


SEARS FINISHED GOODS ACCOUNTING LOG 


EACH 

1C 174 


SERVICE BULLETIN 


EACH 

1C183 


SERVICE BULLETIN - CONSUMER 


EACH 

3C236 


STORE INVENTORY WORKSHEET - COMPUTER 


PKG/100 

1C191 


TECHNICAL TIP FORMAT 


EACH 

1C159 


TRADE SHOW PARTICIPATION REQUEST 


EACH 

3C220 


TRANSLOAD PACKING LIST 


PKG/100 

1C193 


UPGRADE BULLETIN 


EACH 

1C135 


VERBAL ORDER FORM 


EACH 

3C223 


VIDEO GAME ANALYSIS REPORT 


PKG/100 

8C180 


VIDEO VISITS LABEL 


EACH 

1C179 


VIDEO VISITS TAG 


EACH 





FUNCTION 


ALPHABETIC LISTING 


Consumer Products 


FORM PJO. 


FORM TITLE 

1 1 

UNIT/ISSUE 


8C257 
1C2 31 
3C221 


WARNER WEST COAST LABEL 
WESTINGHOUSE CREDIT 3rd PARTY STATUS 
WORD PROCESSING WORKSHEET 


EACH 

EACH 

PKG/100 


FUNCTION 


FORM NO. 


7D234 

1D183 

8D235 

7D245 

3D231 

3D216 

1D173 

7D237 

7D236 

7D148 

1D194 

3D203 

1D209 

1D220 

7D239 

7D238 

1D192 

3D214 

3D240 

7D202 

7D101 

3D226 

3D225 

3D247 

3D224 

3D223 

3D230 

3D229 

3D246 

3D228 

3D227 

3D204 

8D149 

8D157 

8D158 

8D161 

8D162 

1D193 

1D199 

3D241 

3D215 

1D191 

3D169 

7D232 

3D210 


Data Processing /M.I.S. 

FORM TITLE 


ALPHABETIC LISTING 


UNIT/ISSUE 


APX PACKING LIST 

ACCOUTNS PAYABLE CHANGE TRANSMITTAL - COIN-OP 

APPLICANT TRACKING LABEL 

BILL OF LADING - COIN-OP 

COMMERCIAL INVOICE - COMPUTER 

COMMERCIAL INVOICE 

COMPUTER LOG 

CREDIT MEMO - 2 PART ADS 

CREDIT MEMO - 5 PART ADS 

CUSTOMER ACKNOWLEDGEMENT ADS 
DES LOG 

DATA COMMUNICATION SERVICE ORDER 

DATA FLOW CHART 

DATA LAYOUT - MIS 

DEBIT MEMO - 2 PART ADS 

DEBIT MEMO - 5 PART ADS 

EMPLOYEE LOCATION TRANSMITTAL 

FIL JOURNAL INPUT 

IBM 3101 REQUEST 

INVOICE - 2 PART ADS 

INVOICE - 5 PART ADS 

JOURNAL ENTRY - ATARI, INC• 07 

JOURNAL ENTRY - ATARI ADVENTURE 06 

JOURNAL ENTRY - ATARI DISTRIBUTING 03 

JOURNAL ENTRY - ATARI SALES CORP. 05 

JOURNAL ENTRY - ATARI SPECIAL PROJECTS 04 

JOURNAL ENTRY REVERSAL - ATARI, INC. 07 

JOURNAL ENTRY REVERAL - ATARI ADVENTURE 06 

JOURNAL ENTRY REVERSAL - ATARI DISTRIBUTING 03 

JOURNAL ENTRY REVERSAL - ATARI SALES 05 

JOURNAL ENTRY REVERSAL - ATARI SPECIAL PROJECTS 04 

JOURNAL VOUCHER 

LABEL - 3-UP CONTINOUS MAILING 
LABEL - 1-UP ADHESIVE CONTINOUS 
LABEL - 3-UP ADHESIVE CONTINOUS 
LABELS 3V x 7/16 ,f PINK 
LABELS 3V x 7/16" RED BORDER 
MIS DEVICE INVENTORY 
MIS REQUEST 

MISSING REPORT - MIS CUSTOMER SUPPORT 
NETWORK LOG 

ON LINE AND CPU DOWN LOG 

PASSWORD REQUEST 

PAYROLL AUTOMATIC DEPOSIT MEMO 


BOX 

EACH 

BOX 

BOX 

PKG/100 

PKG/100 

EACH 

BOX 

BOX 

BOX 

EACH 

PKG/100 

EACH 

EACH 

BOX 

BOX 

EACH 

PKG/100 

PKG/100 

BOX 

BOX 

PKG/100 

PKG/100 

PKG/100 

PKG/100 

PKG/100 

PKG/100 

PKG/100 

PKG/100 

PKG/100 

PKG/100 

PKG/100 

BOX 

BOX 

BOX 

BOX 

BOX 

EACH 

EACH 

PKG/100 

PKG/100 

EACH 

PKG/100 

BOX 


PROBLEM REPORT COMPUTER OPERATIONS 


PKG/100 
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FUNCTION 


Data Processing/M.I.S. 


ALPHABETIC LISTING 


FORM NO. 


1D222 

1D218 

1D221 

1D188 

3D178 

1D200 

1D122 

3D189 

1D196 

1D176 

7D167 

7D147 

7D243 

7D244 

7D242 

1D180 

7D125 

3D100 

1D217 

1D195 

1D207 

1D205 

1D197 

1D198 

1D233 

1D187 

6D213 

1D172 

1D155 

1D156 

1D208 

1D182 

1D219 

3D206 

FUNCTION 


FORM NO. 


3E080 
7E111 
1E152 
IE 154 
1E153 
1E127 
1E031 
3E137 
3E001 
1E139 
IE 134 
1E149 
1E072 
3E016 
1E005 


FORM TITLE 


PROGRAM DEFINITION 

PROGRAM SPECIFICATION 

PROJECT CONTROL NUMBER ASSIGNMENT 

RECEIVER ADD CHANGE DELETE FOR INV. TRANS. COIN-OP 
REPORT DISTRIBUTION REQUEST 
RUN BOOK DOCUMENTATION LOG 
SALES ORDER SYSTEM INVOICE ADJUSTMENTS 
SALES ORDER INVOICE ADJUSTMENT - COIN-OP 
SCRATCH LOG 
SEARS CASH TRANSMITTAL 
SHIPPING ORDER - 2 PART 
SHIPPING ORDER - 5 PART 

SHIPPING ORDER/BILL OF LADING/WITH STENCIL 
SHIPPING ORDER - COIN-OP 
SHIPPING ORDER - INTERNATIONAL 

SPECIAL GROUP TABLES TRANSMITTAL TITLE AND RANGE 
STATEMENT 

SYSTEMS/DATA PROCESSING SERVICE REQUEST 

SYSTEM INVESTIGATION REQUEST 

TAPE CONTROL LOG 

TAPE CONTROL REQUEST FORM 

TAPE/MACHINE LOG 

TAPE PROBLEM LOG 

TAPE UTILIZATION LOG 

TERMINAL MOVE AND INSTALLATION REQUEST 
TERMINAL OUTAGE LOG 
TEST REQUEST CARD 
TRACE REQUEST 

TRANSMITTAL A/R SYSTEM - NON WARRANTY ACCOUNTS 

TRANSMITTAL A/R SYSTEM WARRANTY ACCOUNTS 

TYPING REQUEST TRACKING FORM 

VENDOR UPDATE - COIN-OP 

VIDEO SCREEN FORMAT - MIS 

WORD PROCESSING REQUEST 


UNIT/ISSUE 


EACH 

EACH 

EACH 

EACH 

PKG/25 

EACH 

EACH 

PKG/100 

EACH 

EACH 


BOX 

EACH 

BOX 

PKG/100 

EACH 

EACH 

EACH 

EACH 


Engineering 


FORM TITLE 


ACTION REQUEST FORM 

ADVANCED TECHNOLOGY SPEC. SHEET FORMAT 

BUSINESS PROPOSAL FRONT COVER SHEET 

BUSINESS PROPOSAL PERFORMANCE CHART 

BUSINESS PROPOSAL PRICE CURVE SYSTEMS ENGINEERING 

CLOSING REPORT - DESIGN ENGINEERING 

COMMERCIAL PART NUMBER REQUEST 

COMPONENT EVALUATION REQUEST = ATARITEL 

COMPONENT EVALUATION REQUEST 

COMPONENT SEARCH REQUEST - ATARITEL 

COMPONENT SERVICE REQUEST 

COVER SHEET - RELIABILITY ENGINEERING 

DESIGN WORK REQUEST - PCB 

DEVIATION AUTHORIZATION 

DISCREPANCY LOG 


EACH 

EACH 

PKG/100 

ALPHABETIC LISTING 


UNIT/ISSUE 


PKG/100 

EACH 

EACH 

EACH 

EACH 

EACH 

EACH 

PKG/100 

PKG/100 

EACH 

EACH 

EACH 

EACH 

PKG/100 

EACH 
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FUNCTION 


Engineering 


ALPHABETIC LISTING 


FORM NO. 


FORM TITLE 


UNIT/ISSUE 


3E126 

3E147 

1E132 

1E133 

1E026 

1E148 

1E129 

1E062 

1E063 

IE 138 

1E123 

3E023 

1E084 

1E131 

1E078 

7E158 

1E004 

3E117 

1E073 

1E037-041 

6E047 

3E118 

1E043 

1E011 

IE 14 5 

1E115 

1E114 

1E135 

1E042 

1E122 

1E120 

1E121 

1E142 

1E034 

1E143 

1E144 

1E05S 

1E059 

1E156 

1E054 

1E157 

1E055 

3E075 

3E101 

3E076 

1E141 

1E124 

1E125 

1E128 

1E109 

1E108 

1E110 

3E155 

3E074 

3E103 


DOCUMENTATION PRINT REQUEST PKG/lOO 

DOCUMENTATION PRINT REQUEST - ATARITEL PKG/lOO 

DOCUMENT STATUS CARD EACH 

ECN COVER SHEET EACH 

ECN HISTORY CARD EACH 

ECN HISTORY CARD - ATARITEL EACH 

ECR TRACKING SHEET EACH 

ENGINEERING CHANGE NOTICE EACH 

ENGINEERING CHANGE NOTICE - PAGE 1 EACH 

ENGINEERING CHANGE RZQUEST/NOTICE - ATARITEL EACH 

ENGINEERING CHANGE NOTICE SHORT FORM EACH 

ENGINEERING CHANGE REQUEST PKG/lOO 

ENGINEERING CHANGE REQUEST - CONSUMER EACH 

ENGINEERING CHANGE REQUEST - SOFTWARE RELEASE EACH 

ENGINEERING COORDINATOR ROUTING EACH 

ENGINEERING PARTS LIST SPEC. SHEET BOX 

FIRST ARTICLE CHECK OUT EACH 

FIRST ARTICLE EVALUATION SAMPLE SUBMITTANCE & FINAL REPT.EACH 
FIRST ARTICLE PRIORITY LIST - CONSUMER EACH 

FIRST ARTICLE REPORT - CONSUMER (& CONTINUING PAGES) EACH 

FIRST ARTICLE REPORT - NUMBERED EACH 

FIRST ARTICLE REQUEST (FAR) PKG/lOO 

FIRST ARTICLE REQUEST - CON. ENGINEERING EACH 

FIRST ARTICLE/SAMPLE SUBMITTANCE EACH 

FIRST ARTICLE AND SAMPLE SUBMITTANCE-ATARITEL EACH 

FIRST ARTICLE AND SAMPLE SUBMITTANCE CONTINUATION EACH 

FIRST ARTICLE STATUS CARD EACH 

LAB SERVICE REQUEST EACH 

MYLAR DRAWING LOG EACH 

O.E.M. PACKAGING AND SHIPPING DATA EACH 

OPERATION PACKAGING ENGINEERING PAGE 1 EACH 

OPERATION PACKAGING ENGINEERING CONTINUATION EACH 

PCB DESIGN WORK REQUEST - ATARITEL EACH 

PARTS LIST SPECIFICATION EACH 

PARTS LIST SPECIFICATION SHEET - ATARITEL EACH 

PARTS LIST SPEC SHEET SUPPLEMENT - ATARITEL EACH 

PARTS LIST SPEC SHEET - COIN-OP EACH 

PARTS LIST SPEC SHEET PAGE 2 - COIN-OP EACH 

PARTS QUALIFICATION SUBMITTANCE - ATARI PRODUCTS EACH 

PRE PRODUCTION SAMPLE SUBMITTANCE - CONSUMER EACH 

PRE-PRODUCTION SAMPLE SUBMITTANCE - ATARI PRODUCTS EACH 

PRE-PRODUCTION SAMPLE REQUEST EACH 

PRINT REQUEST ENGINEERING DOCUMENTATION PKG/lOO 

PROBLEM/FAILURE REPORT PKG/lOO 

PROCEDURE ACTION REQUEST PKG/lOO 

PROCUREMENT SPEC. SHEET - ATARITEL EACH 

PRODUCT BILL OF MATERIALS - ATARITEL EACH 

PRODUCT BILL OF MATERIALS CONTINUATION - ATARITEL EACH 

QRS IC RELIABILITY REQUIRED SUPPLEMENTARY DATA EACH 

ORS LABORATORY 1ST ARTICLE REQUISITION EACH 

QRS LABORATORY 1ST ARTICLE AND SAMPLE SUBMITTANCE EACH 

QRS LABORATORY FORMAT EACH 

RECEIVING REPORT - ATARITEL PKG/lOO 

RECEIVING REPORT - CONSUMER ENGINEERING PKG/lOO 

RELIABILITY ENG. WORK REQUEST PKG/lOO 
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FUNCTION 


ALPHABETIC LISTING 


Engineering 


FORM NO. 


FORM TITLE 


UNIT/ISSUE 

3E136 


SOFTWARE RELEASE REQUEST 

PKG/100 

1E140 


SOURCE CONTROL LIST - ATARITEL 

EACH 

7E029 


SPECIFICATION COVER SHEET 

BOX 

1E150 

SPEC. COVER SHEET - SYSTEMS ENGINEERING 

EACH 

1E151 

SPEC• DRAWING 

EACH 

1E093 

SPECIFICATION SHEET - ADV. TECH. 

EACH 

1E146 

SPEC. SHEET FORMAT - ATARITEL 

EACH 

7E030 

SPECIFICATION TEST SHEET PROCUREMENT 

EACH 

3E079 

STORES REQUEST FORM - COMPUTER 

PKG/100 

3E082 

TEST ENG. WORK ORDER - CONSUEMR 

PKG/100 

6E060 

TEST PROCEDURE FORM 

EACH 

6E061 

TEST PROCEDURE CONTINUATION FORM 

EACH 

3E064 

TROUBLE CARD - CONSUMER 

PKG/100 

3E026 

TYPESETTING ORDER FORM 

PKG/25 

6E046 

WEEKLY TIME VOUCHER 

PAD/25 

1E081 

WEEKLY TIME VOUCHER - COMPUTER 

EACH 

1E116 

WEEKLY TIME VOUCHER - CPS 

EACH 

1E056 

WIRE ROUTING LIST - COIN-OP 

EACH 

1E057 

WIRE ROUTING LIST - PAGE 1 

EACH 


FUNCTION 

Marketing 

ALPHABETIC LISTING 

FORM NO. 


FORM TITLE 


UNIT/ISSUE 


3K079 

1K058 

3K068 

3K077 

1K067 

3K082 

1K064 

3K061 

3K051 

3K044 

6K053 

1K084 

3K083 

3K062 

3K074 

3K080 

3K063 

1K078 

3K065 

3K088 

1K085 

1K091 

3K086 

3K090 

3K089 

3K087 

1K056 

1K076 

3K075 


APX INVENTORY AVAILABLE FROM ATARI 

ACCOUNT PROFILE CARD 

ATARI STORE INVENTORY 

BUSINESS SYSTEMS REQUEST 

COLLECTABLES ORDER FORM 

COOP ADVERTISING AUDIT REPORT 

COOP ADVERTISING HISTORY 

COOP ADVERTISING REIMBURSEMENT REQUEST 

COOP ADVICE FORM 

COOP ADVERTISING SPECIAL PROMOTIONS 
FIELD FLASH REPORT 

FIELD MERCHANDISE CALL ACTIVITY REPORT 
FIELD MERCHANDISING INVENTORY WORKSHEET 
INSERTION ORDER - COIN-OP 
INVENTORY AUDIT REPORT 

JC PENNEY STANDARD INVENTORY PRODUCTS AVAILABLE 

LITERATURE UNLOADING REPORT 

NEWSTAND DELIVERY CARDS 

POINT OF PURCHASE ORDER FORM 

PROSHOP DAILY CASH SUMMARY 

PROSHOP DAILY SALES REPORT - ATARI ADVENTURE 

PROSHOP INVENTORY BALANCE CARD 

PROSHOP RECEIVING RECORD 

PROSHOP REFUND RECORD 

PROSHOP SPECIAL SHIPPING ORDER 

PROSHOP WEEKLY SALES/INVENTORY REPORT 

PROMOTIONAL MERCHANDISE REQUEST 

PUBLICATION SHEET - CONSUMER 

REIMBURSEMENT REQUEST - COOP ADVERTISING 


PKG/100 

EACH 

PKG/100 

PKG/100 

EACH 

PKG/100 

EACH 

PKG/100 

PKG/100 

PKG/100 

EACH 

EACH 

PKG/100 

PKG/100 

PKG/100 

PKG/100 

PKG/100 

EACH 

PKG/100 

PKG/25 

EACH 

EACH 

PKG/25 

PKG/25 

PKG/25 

PKG/25 

EACH 

EACH 

PKG/100 
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FUNCTION 


ALPHABETIC LISTING 


FORM NO. 


1K060 

3K070 

1K050 

3K081 

1K054 

3K026 

3K039 


FUNCTION 


FORM NO. 


5L056 

5L058 

5L057 


5L049 

5L051 

5L050 


5L001 

5L002 

5L003 

5L004 


5L013 

5L014 

5L015 


5L053 

5L052 

5L054 

5L016 


5L017 

5L020 

5L055 

5L055 - A 

5L044 

5L065 

5L018 

5L048 


Marketing 


FORM TITLE 


RETAIL CALL REPORT 

SALES FORECAST 

SEARS POSTCARD 

SOFTWARE PUBLISHING ORDER 

SPECIAL OWNERSHIP PLAN ORDER FORM 

VERBAL ORDER FORM 

WEEKLY TERRITORY SUMMARY - PRODUCT MERCHANDISER 


UNIT/ISSUE 


EACH 

PKG/100 

EACH 

PKG/lOO 

EACH 

PKG/lOO 

PKG/lOO 


ALPHABETIC LISTING 


UNIT/ISSUE 


ATARI PRODUCTS COMPANY DIVISION 


Stationery 

FORM TITLE 


EMBOSSED LETTERHEAD 
INTEROFFICE MEMO 

REPRODUCIBLE LETTERHEAD(for large copying projects) 
ATARITEL DIVISION 


EMBOSSED LETTERHEAD 
INTEROFFICE MEMO 

REPRODUCIBLE LETTERHEAD (for large copying projects) 

COIN-OPERATED GAMES DIVISION 

EMBOSSED LETTERHEAD 
INTEROFFICE MEMO 
NEWS RELEASE 

REPRODUCIBLE LETTERHEAD (for large copying projects) 

CORPORATE DIVISION 

EMBOSSED LETTERHEAD 
INTEROFFICE MEMO 

REPRODUCIBLE LETTERHEAD(for large copying projects) 

INTERNATIONAL DIVISION 

EMBOSSED LETTERHEAD 
INTEROFFICE MEMO 

REPRODUCIBLE LETTERHEAD (for large copying projects) 

2nd SHEET LETTERHEAD (BLANK) 

ENVELOPES 

EMBOSSED NO. 10 
INTERNATIONAL NO.10 
INTERNATIONAL 12" x 9" 

INTERNATIONAL 11" x 15" 

PAYROLL ENVELOPE 
WINDOW SPECIAL A/R NO.10 
WINDOW NO. 10 

WINDOW MAILER BULK INVOICE 


REAM/500 

PKG/lOO 

REAM/500 


REAM/500 
PKG/lOO 
REAM/500 


REAM/500 
PKG/lOO 
REAM/500 
REAM/500 


REAM/500 
PKG/lOO 
REAM/500 


REAM/500 

PKG/lOO 

REAM/500 

REAM/500 


BOX/500 

BOX/500 

EACH 

EACH 

BOX/500 

BOX/500 

BOX/500 

BOX/500 
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FUNCTION Stationery ALPHABETIC LISTING 


FORM NO. 


FORM TITLE 

UNIT/ISSUE 

8L035 

MAILING LABELS 

30 PLUMERIA 

SHEET/6-up 

8L040 

715 

SYCAMORE 

SHEET/6-up 

8L037 

735 

SYCAMORE 

SHEET/6-up 

8L033 

750 

SYCAMORE 

SHEET/6-up 

8L066 

765 

SYCAMORE 

SHEET/6-up 

8L034 

790 

SYCAMORE 

SHEET/6-up 

8L045 

1171 

BORREGAS 

SHEET/6—up 

8L021 

1173 

BORREGAS 

SHEET/6-up 

8L023 

1180 

BORREGAS 

SHEET/6-up 

8L030 

1196 

BORREGAS 

SHEET/6-up 

8L028 

1215 

BORREGAS 

SHEET/6-up 

8L070 

1235 

BORDEAUX 

SHEET/6-up 

8L024 

1265 

BORREGAS 

SHEET/6—up 

8L026 

1272 

BORREGAS 

SHEET/6=up 

8L043 

1312 

CROSSMAN 

SHEET/6-up 

8L064 

1340 

BORDEAUX 

SHEET/6-up 

8L067 

1349 

MOFFETT PARK DRIVE 

SHEET/6-up 

8L032 

1399 

MOFFETT PARK DRIVE 

SHEET/6-up 

8L068 

1501 

McCarthy • 

SHEET/6-up 

8L046 

3900 

FREEDOM CIRCLE 

SHEET/6—up 

8L025 

P.O. 

BOX 3427 

SHEET/6-up 

8L071 

P.O. 

BOX 50047 

SHEET/6-up 


FUNCTION 



3M342 
3M427 
1M401 
3M328 
3M327 
3M453 
7M030 
7M451 
1M364 
1M176 
1M463 
1M461 
1M462 
3M218 
1M033 
1M426 
1M32 3 
1M417 
1M418 
1M153 
3M378 
3M469 
3M042 
3M431 


Manufacturing 


FORM TITLE 

AREA TRANSFER SLIP 
ACCOUNT REQUEST 
BATCH CONTROL LOG 
BATCH CONTROL LOG SHIPMENT 
BATCH CONTROL TICKET 

BILL CHANGER REPORT - ATARI ADVENTURE 
BILL OF LADING SHORT FORM 
BILL OF LADING (BLANK) CONSUMER 
BILL OF MATERIAL INPUT REQUEST FORM 
BILL OF MATERIAL UPDATE INPUT FORM 
BOARD REPAIR REPORT DISTRIBUTION 
BURN IN LOT RECORD 
BURN IN OVEN LAB 
CAD REQUEST 

CMC BATCH IDENTIFICATION 
CALIBRATION LOCATION CARD 
CLAIMS LOSS AND DAMAGE FORM 
CHECKLIST - COIN-OP 

CHECKLIST PRESS OPERATOR - COIN-OP 
COMPUTER LOG 
CONSOLIDATION MANIFEST 
CONSOLIDATION PICK-UP BILL 
CORRECTED RECEIVING REPORT 
CYCLE COUNT AUDIT TEST COUNTS 


ALPHABETIC LISTING 
UNIT/ISSUE 

PKG/100 

PKG/100 

EACH 

PKG/100 

PKG/100 

PKG/100 

BOX 


EACH 

EACH 

PKG/100 

EACH 

EACH 

EACH 

EACH 

EACH 

EACH 

PKG/100 

PKG/100 

PKG/100 

PKG.100 
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FUNCTION 


ALPHABETIC LISTING 


Manufacturing 


FORM NO. 


FORM TITLE 

1 

UNIT/ISSUE 


1M198 

CYCLE COUNT PLAN DAILY 

EACH 

1M199 

CYCLE COUNTER PLAN 

EACH 

3M082 

CYCLE COUNT RECONCILIATION WORKSHEET 

PKG/100 

3M266 

CYCLE COUNT REQUEST 

PKG/100 

8M387 

CYCLE COUNT TAG - SAMLL 

ROLL/500 

8M107 

CYCLE COUNT TAG - LARGE RED 

ROLL/500 

8M267 

CYCLE COUNT TAG - CONSUMER 

ROLL/500 

1M468 

DATA ELEMENTS 

EACH 

3M406 

DEBIT CLAIM UNAUTHORIZED 

PKG/100 

2M013 

DEBIT MEMO 

PKG/100 

2M374 

DEBIT MEMO - CONSUMER 

PKG/100 

1M05 3 

DEBIT MEMO CONTROL LOG 

EACH 

3M432 

DEBIT MEMO FREIGHT 

PKG/100 

3M381 

DEBIT MEMO FOR FREIGHT 

PKG/100 

1M149 

DEVIATION REQUEST - COIN-OP 

EACH 

3M271 

DEVIATION WORKSHEET 

PKG/100 

3M413 

DISPOSITION LOG 

PKG/100 

1M402 

DOCK LOG 

EACH 

1M340 

DOWN TIME RECORD DAILY 

EACH 

1M147 

DUMMY PACKING LIST 

EACH 

1M143 

810 FLOPPY DISK DRIVE REWORK TRAVELER 

EACH 

1M160 

850 TRAVELER 

EACH 

1M419 

FACSIMILE FORM 

EACH 

1M447 

FAILED PART REQUEST 

EACH 

3M372 

FAX REQUEST 

PKG/100 

5M437 

FIELD DISCREPANCY NOTICE 

EACH 

3M386 

FINISHED GOODS BAY SHEET 

PKG/100 

3M275 

FINISHED GOODS INVENTORY TAG 

PKG/100 

3M188 

FINISHED GOODS RELEASE 

PKG/100 

3M241 

FINISHED GOODS RELEASE INFORMATION 

PKG/100 

3M276 

FINISHED GOODS RELEASE INFORMATION N2 CORRECTIONS 

PKG/100 

3M277 

FINISHED GOODS RELEASE INFORMATION N9 CORRECTIONS 

PKG/100 

1M180 

FLOPPY TEAR DOWN AND FUNCTION TEST 

EACH 

1M345 

FORKLIFT TRUCKS- SAFETY AND MAINTENANCE MANUAL 

EACH 

1M440 

FUNCTIONAL INSPECTION 

EACH 

1M299 

GAME PROJECT STATUS - COIN-OP 

EACH 

3M250 

GAME REQUEST - COIN-OP 

PKG/100 

3M396 

IN-FIELD TRANFER AUTHORIZATION 

PKG/100 

1M395 

INBOUND SHIPPING LOG 

EACH 

1M435 

INCOMING AND OUTGOING LOG 

EACH 

1M363 

INTRANSIT LOG 

EACH 

1M404 

INVENTORY ADJUSTMENT LOG 

EACH 

9M137 

INVENTORY CARD 

EACH 

1M201 

INVENTORY STOCK CARD 

EACH 

1M195 

ITEM MASTER ADDS AND CHANGES 

EACH 

1M175 

ITEM MASTER UPDATE INPUT FORM 

EACH 

2M052 

KIT LIST - BLANK FORMAT 

BOX 

1M324 

KIT STATUS FORM 

EACH 

1M47 3 

MIS SERVICE REQUEST - COIN-OP 

EACH 

1M474 

MIS SERVICE REQUEST ESTIMATE - COIN-OP 

EACH 

1M164 

MACHINING TIME RECORD - COIN-OP 

EACH 

1M459 

MAN HOURS MONITOR 

EACH 

1M460 

MAN HOURS WEEKLY 

EACH 

1M471 

MFG. I.D. TAGS 

EACH 

3M065 

MATERIAL CHANGE ORDER REQUEST 

PKG/100 
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FUNCTION 


ALPHABETIC LISTING 


FORM NO. 


1M197 
3M085 
1M190 
3M071 
2.M296 
3M043 
3M319 
3M010 
3M136 
6M470 
1M144 
1M414 
3M4 52 
8M272 
1M457 
6M412 
6M216 
6M217 
1M145 
1M131 
6M411 
1M399 
3M051 
1M425 
3M290 
8M113 
8M209 
3M289 
8M131 
3M294 
6M446 
1M442 
8M097 
1M441 
6M445 
111467 
1M017 
1M405 
1M187 
1M279 
6M376 
6M430 
1M297 
3M428 
1M270 
8M472 
3M385 
1*1346 
3M348 
1M400 
3M121 
2M049 
7M041 
1M465 
1M291 


Manufacturing 


FORM TITLE 


MATERIAL CONTROL PLAN 

MATERIAL LOCATOR INPUT LOG 

MATERIAL MOVEMENT LOG 

MATERIAL PURCHASE REQUISITION 

MATERIAL PURCHASE REQUISITION CONTINUATION 

MATERIAL TRANSFER ORDER -CONSUMER 

MATERIALS CONSIGNMENT REQUISITION 

MODEL SHOP WORK ORDER - COIN-OP 

ON LINE BATCH TICKET 

OPERATING PRACTICE FORMAT - CONSUMER 
OPERATOR WORKSHEET - COIN-OP 
OPERATIONS PACKAGING ENGINEERING 
ORDER PREP SHEET- CONSUMER 
OUTSIDE TEST LABELS 
OVERSHIPMENTS LOG 

PCB DEBUG AND REPAIR TRACING FORM 

PCB KIT STATUS 

PCB PRODUCTION SCHEDULE 

PCB RTV LOG 

PCB SHORTAGE PRIORITY 

PCB TEST TRACKING FORM 

PACKING LIST 

PACKING SLIP DISCREPANCY 
PALLET DISTRIBUTION TAG 
PALLET LOAD TAG 
PARTS BAG I.D. LABEL 
PART NO•/KIT NO. LABEL 
PHYSICAL INVENTORY BAY SHEET 
PHYSICAL INVENTORY TAG - COIN-OP 
PHYSICAL INVENTORY TAG 

POLICY FORMAT - MANUFACTURING FINANCE 
POST PACK AUDIT 

PRE-COUNT INVENTORY TAG (BUFF & BLUE) 

PRE PACK AUDIT 

PROCEDURE FORMAT - MANUFACTURING FINANCE 

PROCEDURE FORMAT - SALES AND DISTRIBUTION 

PRODUCTION SCHEDULE 

PRODUCTION PAD - COIN-OP 

PROJECT CONTROL CHART 

PROJECT CONTROL FORM 

PROJECT MILESTONE LIST 

PROJECT SCHEDULE 

PURCHASE ORDER LOG BOOK 

PURCHASE ORDER RELEASE - I/O BLANKET 

PURCHASE ORDER TOTALS LOG 

RTV LABEL 

RAW MATERIAL BAY SHEET 

RAW MATERIAL DAILY OPERATION LOG 

RECEIVING DISCREPANCY 

RECEIVING HOLD LOG 

RECEIVING I.D. LABEL 

RECEIVING REPORT - COIN-OP 

RECEIVING REPORT - CONSUMER 

REPORT MASTER 

RETURNED GOODS MANIFEST 


UNIT/ISSUE 


EACH 

PKG/100 

EACH 

PKG/100 

PKG/100 

PKG/25 

PKG/100 

PKG/100 

PKG/100 

PKG/500 

EACH 

EACH 

PKG/100 

ROLL 

EACH 

EACH 

EACH 

EACH 

EACH 

EACH 

EACH 

EACH 

PKG/100 

EACH 

PKG/100 

EACH 

EACH 

PKG/100 

BOOKLET 

PKG/100 

REAM 

EACH 

EACH 

EACH 

REAM 

EACH 

EACH 

EACH 

EACH 

EACH 

EACH 

EACH 

EACH 

PKG/100 

EACH 

ROLL 

PKG/100 

EACH 

PKG/100 

EACH 

ROLL 

BOX 

BOX 

EACH 

EACH 
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FUNCTION 


ALPHABETIC LISTING 


Manufacturing 


FORM NO. 


FORM TITLE 


UNIT/ISSUE 


1M475 
1M3 73 
2M019 
3M265 
1M466 
3M219 
3M161 
1M192 
1M17 3 
1M174 
8M317 
3M347 
2M014 
1M458 
6M048 
1M448 
1M449 
1M450 
1M205 
1M44 3 
1M379 
1M380 
7M182 
3M212 
3M196 
3M206 
3M235 
1M444 
1M148 
3M454 
1M409 
1M410 
1M407 
1M408 
3M163 
3M185 
1M162 
3M403 
1M394 


REVISION RECORD 

ROYALTY WORKSHEET 

SCRAP REPORT 

SCRAP REPORT - VCS 

SCREEN FORMAT MASTER 

SHIPPING ACTIVITY LOG 

SHIPPING DECLARATION - CONSUMER 

SHIPPING RECEIVING REPORT 

SHIPPING REPORT FREIGHT 

SHIPPING REPORT SMALL MATERIAL- CONSUMER 

SHIPPING TAG - CONSUMER 

SHORTAGE STATUS 

SPECIAL SHIPPING ORDER 

STOCK TRANSFER TICKET 

2-HOUR PRODUCTION COUNT 

A1200 ASSEMBLY WORKSHEET 

A1200 COMPUTER REWORK LOG 

1200 XL DOM COMPUTER TRAVELER 

TALLY SHEET - COIN-OP 

POST PACK AUDIT 

TELEPHONE TRACING FORM 

TELEPHONE TRACING RECORD 

TEST EQUIPMENT LOG 

TOOL CRIB INVNEOTYR MOVEMENT TICKET 

TOOL CRIB REORDER NOTICE 

TROUBLE CARD - CONSUMER 

UNLOADING REPORT 

VISUAL MECHANICAL INSPECTION 

WAREHOUSE LABEL 

WEEKLY TOKEN INVENTORY - ATARI ADVENTURE 
WOODSHOP ASSEMBLY MATERIALS - CASE CLAMP 
WOODSHOP ASSEMBLY MATERIALS - FINAL ASSEMBLY 
WOODSHOP ASSEMBLY MATERIALS - SIDE ASSEMBLY 
WOODSHOP ASSEMBLY MATERIALS # - SUB ASSEMBLY 
WOODSHOP ASSEMBLY ROUTING TAG 
WOODSHOP MILL ROUTING TAG 
WOODSHOP OPERATION LOG 

WOODSHOP SILKSCREEN INSPECTION REPORT 
WORKMANSHIP STANDARDS MANUAL - COIN-OP 


EACH 

EACH 

PKG/100 

PKG/100 

EACH 

EACH 

PKG/25 

EACH 

EACH 

EACH 

PKG. 

PKG/100 

PKG/100 

EACH 

PAD/100 

EACH 

EACH 

EACH 

EACH 

EACH 

EACH 

EACH 

EACH 

PKG/100 

PKG/100 

EACH 

PKG/100 

EACH 

EACH 

PKG/100 

EACH 

EACH 

EACH 

EACH 

PKG/100 

PKG/100 

EACH 

PKG/100 

EACH 


FUNCTION 


Purchasing 


ALPHABETIC LISTING 


FORM NO. 


FORM TITLE 


UNIT/ISSUE 


3P032 
IPO 35 
3P040 
IP 030 
3P036 
1P039 
3P038 
2P002 
2P003 


ACCOUNTS PAYABLE ACTION REQUEST 
BEIER AND GUNDERSON DELIVERY LOG 
CONSULTING SERVICES AGREEMENT 
EXPEDITE FORM 
OFFICE SUPPLY ORDER FORM 
ON LINE DATA ENTRY 
PERSONALIZED MEMO PAD REQUEST 
PURCHASE ORDER NUMBERED 
PURCHASE ORDER UNNUMBERED 


PKG/100 

EACH 

PKG/25 

EACH 

PKG/25 

EACH 

PKG/25 

PKG/100 

PKG/100 


19 
















FUNCTION 

Purchasing 

ALPHABETIC LISTING 

FORM NO. 


FORM TITLE 


i 

UNIT/ISSUE 


2P018 

PURCHASE 

ORDER CHANGE ORDER 

PKG/100 

2P029 

PURCHASE 

ORDER HONG KONG - INT'L 

PKG/100 

1P025 

PURCHASE 

ORDER MAINTENANCE I 

EACH 

1P026 

PURCHASE 

ORDER MAINTENANCE II 

EACH 

IP 03 3 

PURCHASE 

ORDER ROUTING 

EACH 

6P012 

PURCHASE 

ORDER STATUS 

EACH 

3P001 

PURCHASE 

REQUISITION - NON CONFIRMING 

PKG/100 

1P019 

PURCHASE 

REQUISITION LOG 

EACH 

3P011 

QUOTATION REQUEST 

PKG/100 

1P023 

QUOTATION SUMMARY 

EACH 


function Quality Assurance alphabetic listing 


FORM PJO. 


FORM TITLE 


UNIT/ISSUE 


1Q396 

ACCEPTANCE PENDING Q.A. 

EACH 

8Q244 

"ACCEPTED/REJECTED" LABEL AVERY STOCK 

BOX 

3Q394 

ACTION REQUEST QUALITY ENGINEERING 

PKG/100 

1Q368 

AUDIT LOG O.C. 

EACH 

1Q370 

BOARD INSPECTION LOG 

EACH 

1Q369 

CHECKLIST ASSEMBLED CABINETS 

EACH 

1Q331 

CORRECTIVE ACTION REPORT KIT AUDIT 

EACH 

1Q358 

CORRECTIVE ACTION REPORT AUDIT 

EACH 

10341 

COVER SHEET COIN-OP Q.A. 

EACH 

1Q310 

DAILY BOARD TEST MICROPROCESSOR 

EACH 

10311 

DAILY INSPECTION REPORT Q.C. 

EACH 

1Q332 

DAILY REPORT KIT AUDIT 

EACH 

10227 

DAILY VENDOR LOG 

EACH 

1Q334 

DEFECT CODES INSPECTION TOTALS 

EACH 

10351 

FIRST ARTICLE INSPECTION REQUEST 

EACH 

1Q352 

FIRST ARTICLE INSPECTION REQUEST SUPPLEMENT 

EACH 

6Q365 

GRAPH PAGE - 2 

PAD/100 

60366 

GRAPH PAGE - 5 

PAD/100 

6Q375 

GRAPH INFORMATION SYSTEM 

EACH 

1Q355 

HISTORY TAG - Q.A. 

EACH 

10353 

HOLD/STOP NOTICE 

EACH 

1Q333 

IC AUDIT Q.A. 

EACH 

10320 

INCOMING LOG Q.A. 

EACH 

10303 

INSPECTION GUIDE CARD Q.A. 

EACH 

10303 - A 

INSPECTION GUIDE CARD PART I 

EACH 

1Q367 

INSPECTION INSTRUCTIONS 

EACH 

10339 

INSPECTION LOG 

EACH 

2Q300 

INSPECTION REPORT 

PKG/100 

1Q360 

INSPECTION REPORT I.C. AUDIT 

EACH 

10395 

INSPECTION REPORT SUB ASSEMBLY COIN-OP 

EACH 

30387 

INSPECTION REQUEST 

PKG/100 

10383 

INTERFACE Q.A. 

EACH 

1Q392 

LSI ENG. HOLD LOG 

EACH 

10393 

LSI ENG. HOLD LOG DAILY 

EACH 

10391 

LSI FIRST ARTICLE HOLD LOG 

EACH 

10390 

LSI MRB RECEIVING LOG 

EACH 

1Q317 

LOG SHEET Q.A. 

EACH 

30200 

LOT TRAVELER 

PKG/100 











FUNCTION 


Quality Assurance 


ALPHABETIC LISTING 


FORM NO. 


FORM TITLE 


UNIT/ISSUE 


10315 

3Q388 

2Q378 

3Q380 

10309 

1Q330 

1Q329 

10344 

10322 
1034 3 
30349 
1Q377 
10376 

10345 

10346 
1Q239 
80357 
8Q244 
1Q359 
8Q234 
8Q202 
1Q399 
8Q218 
8Q371 
3Q302 
3Q373 
1Q348 
30385 
10336 
30384 
30245 
3Q363 
10364 
10319 

10323 
10386 
1Q338 
1Q382 

FUNCTION 


35185 
IS 156 
3S155 
3S154 
1S157 
1S180 
3S178 
7S1S7 
3S1S8 

35186 
3 SI 7 7 


MICROPROCESSOR TEST LOG 
MTO REQUEST Q.A. 

NON-CONFORMANCE REPORT 
NON-CONFORMANCE REPORT SUPPLEMENT 
PCB TRAVELER 

P.W.A. DEFECTIVE TALLY SHEET 

P. W.A. TALLY SHEET 
PROCEDURE FORMAT CONSUMER Q.A. 

PROCEDURE FORMAT Q.A. 

POLICY FORMAT CONSUMER Q.A. 

Q. A. ALERT 

Q.A. AUDIT TEST LOG 
Q.A. STATUS 

QRS CONTINUATION SHEET 

QRS INSPECTION STAMP NUMBER ASSIGN LIST 
QUALITY ASSURANCE 
RTV LABEL 

"REJECTED-ACCEPTED" LABEL AVERY STOCK 
REJECT TAG FINAL INSPECTION COIN-OP 
REJECT TAG - MANUFACTURING 
REJECT TAG Q.A. 

REJECT REPORT Q.A. PCB 
REJECT TAG SUB ASSEMBLY 
SQA SOURCE VERIFIED MATERIAL LABEL 
, STATUS REPORT Q.A. 

STOCKE AUDIT REPORT O.A. 

SOLDERABLILITY TEST LOG 
SOURCE INSPECTION REPORT 
SOURCE INSPECTION REPORT VENDOR 
SOURCE INSPECTION REQUEST 
SOURCE INSPECTION TRIP REPORT 
SURVEY REQUEST VENDOR QUALITY 
SYSTEM LOG 
TEST SCHEDULE Q.A. 

VENDOR HISTORY Q.A. 

VENDOR SURVEY REPORT Q.A. 

WORK IN PROGRESS 

WAVE SOLDER AUDIT RECORD 

Customer Service 


EACH 

PKG/100 

PKG/100 

PKG/100 

EACH 

EACH 

EACH 

EACH 

EACH 

EACH 

PKG/100 

EACH 

EACH 

EACH 

EACH 

EACH 

ROLL 

BOX 

EACH 

EACH 

EACH 

EACH 

EACH 

EACH 

PKG/100 

PKG/100 

EACH 

PKG/100 

EACH 

PKG/100 

PKG/100 

PKG/100 

EACH 

EACH 

EACH 

EACH 

EACH 

EACH 

ALPHABETIC LISTING 


FORM TITLE UNIT/ISSUE 


APX ORDER WORKSHEET PKG/100 

BATCH CONTROL LOG EACH 

BATCH CONTROL LOG ADJUSTMENT PKG/100 

BATCH CONTROL TICKET ADJUSTMENT PKG/100 

BATCH DETAIL SHEET EACH 

CALL REPORT FIELD SUPPORT EACH 

CHANGE FORM PKG/100 

COUNTER INVOICE ATARI CONNECTION BOX 

CONTRACT APPLICATION COMMERICAL EDUC. AND INSTITUT. PKG/100 

CONTRACT ORDER FORM ATARI SERVICE PKG/100 

COOP ADVICE ATARI SERVICE PKG/100 
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FUNCTION 


ALPHABETIC LISTING 


Customer Service 


1 

1 


1 

1 


3S134 

3S006 

8S124 

8S123 

3S159 

1S189 

5S038 

15106 
1S083 
1S184 
3S179 
7S166 
1S172 
7S098 
3S182 
8S122 
3S097 

35127 

35128 
7S094 
3S140 
3S140 - A 
3S142 
1S170 
3S181 
1S105 
1S115 
8S111 
3S093 

IS 148 

15162 

15163 
1S101 

15107 
1S169 
3S190 
3S144 
3S119 

85078 

85079 
1S176 
8S173 
1S174 
6S161 
5S167 
3S088 
3S091 
1S160 
1S151 
3S096 
IS 141 
3S116 
1S150 
1S113 


CUSTOMER CORRESPONDENCE 

CUSTOMER SERVICE ACTIVITY FORM 

DEFECTIVE RETURN LABEL - GREEN 

DEFECTIVE RETURN LABEL - YELLOW 

DISPOSITION OF REUTRNED PRODUCTS 

DIY REPLACEMENT PARTS ATARI SERVICE 

"EXTRA-EXTRA" LETTERHEAD COIN-OP 

FIELD SERVICE REPAIR ORDER 

FIELD SERVICE REPORT 

GAME SURVEY - COIN-OP 

GOOD PRODUCT RETURN REQUEST 

ISC SURVEY CARD 

IN HOUSE GAME REPAIR 

INDEPENDENT SERVICE CLAIM STATEMENT 

IN WARRANTY CUSTOMER ACCESSORY EXCHANGE SUMMARY 

INITIALLY DEFECTIVE LABEL - PINK 

INITIALLY DEFECTIVE RETURN TAG 

INTERNAL COST TRANSFER AUTHORIZATION 

INTERNAL SERVICE AUTHORIZATION 

INVOICE- CUSTOMER SERVICE 

INVOICE ADJUSTMENTS - CUSTOMER SERVICE 

INVOICE ADJUSTMENTS - PAGE 2 

MATERIAL CONCESSION AUTHORIZATION - CUSTOMER SERVICE 
MATERIAL PURGE 

NOTICE TO DISPOSE ABANDON PROPERTY 
ORDER FORM - TEMPEST 

OUT OF WARRANTY REVENUE COLLECTIONS 
PARTS I.D. LABEL (LIGHT GREEN) 

PARTS ORDER FORM 
PCB TELEPHONE LOG 

PREMIUM PROGRAM ORDER FORM ATARI SERVICE 

PREMIUM PROGRAM PERSONALIZED ITEMS 

PRICE SHEET - CUSTOMER 

RMA ACTIVITY SHEET 

RMA CONTROL LOG FORM RMA NOS. 

RMA EXCHANGE SUMMARY 

RMA HANDLING CHARGE ANALYSIS 

RMA LOG 

RMA MAILING LABEL COIN-OP 
RMA MAILING LABEL NEW JERSEY 
RMA RECEIVING WORKSHEET - 2600 
RMA RETURN LABEL 
RMA REQUEST FORM 
RMA WORKSHEET FOR 5200 GAME 
RSC SURVEY CARD 

RECEIVING RECORD - CUSTOMER SERVICE 

RECEIVING REPORT - REGIONAL REPAIR CENTER 

REFUSED SHIPMENT LOG 

REJECTION LOG - CUSTOMER SERVICE 

REPAIR AND ADJUSTMENT TAG 

RETURNED GAMES INSPECTION TAG 

RETURN MATERIAL AUTHORIZATION - COMPUTER 

RETURN MATERIAL AUTHORIZATION PROCESS DAMAGED GOODS 

RETURNED MATERIAL AUTHORIZATION WORKSHEET 


PKG/100 

PKG/100 

EACH 

EACH 

PKG/100 

EACH 

REAM/500 

EACH 

EACH 

EACH 

PKG/100 

EACH 

EACH 

BOX 

PKG/100 

EACH 

BOOKLET 

PKG/100 

PKG/100 

BOX 

PKG/100 

PKG/100 

PKG/100 

EACH 

PKG/100 

EACH 

EACH 

EACH 

PKG/100 

EACH 

EACH 

EACH 

EACH 

EACH 

EACH 

PKG/100 

PKG/100 

PKG/100 

EACH 

EACH 

EACH 

EACH 

EACH 

EACH 

EACH 

PKG/100 

PKG/100 

EACH 

EACH 

PKG/100 

EACH 

PKG/100 

EACH 

EACH 
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FUNCTION 


Customer Service 


ALPHABETIC LISTING 


FORM NO. 


7S005 
3S117 
1S051 
3S129 
1S145 
1S175 
1S126 
1S048 
1S027 
1S092 
IS 18 3 

35089 

35090 
IS 146 


FORM TITLE 

RETURN MERCHANDISE AUTHORIZATION 

RETURNS RECEIVING 

SALES RECAP 

SEARS WEEKLY REPORT 

SURVEY FORM CUSTOMER RELATIONS 

TECH TIP - FIELD SERVICE 

TELEX REQUEST - COIN-OP 

TRACE SYSTEM PARTS FILE MAINTENANCE 

VERBAL ORDER FORM 

VERBAL ORDER FORM 

VISUAL ORDER FORM 

WARRANTY CLAIM FORM 

WARRANTY CLAIM SUMMARY 

WEEKLY RESULTS MEASUREMENTS 


UNIT/ISSUE 

BOX 

PKG/1C0 

EACH 

PKG/100 

EACH 

EACH 

EACH 

EACH 

EACH 

EACH 

EACH 

PKG/100 

PKG/100 

EACH 
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FUNCTION 


COPIER SUPPLIES 


ALPHABETIC LISTING 


FORM NO. 

FORM TITLE 

UNIT/ISSUE 

1 

i 


COPY PAPER 


<e 

3R721 

8V' x 11" COPY PAPER 

CASE=10 REAMS 

3R727 

8V x 14" COPY PAPER 

CASE=10 REAMS t 

3R729 

11" x 17" COPY PAPER 

CASE= 5 REAMS 


TONERS 



6R63 

840 EPS TONER 

CARTON=4 

BOTTLES 

6R189 

3100,3100 LDC, 3107, 3300 TONER/DRY IMAGER 

CARTON=4 

BOTTLES 

6R68 

3109, 3400, 3450 TONER 

CARTON=4 

BOTTLES 

6R66 

4000, 4500 TONER 

CARTON=l 

CART. 

6R55 

5400, 5600 DRY INK/TONER 

CARTON=2 

CART. 

6R204 

9200,9400 DRY INK/TONER 

CARTON=l 

BOTTLE 

6R217 

8200, 9500 DRY INK/TONER 

CARTON=l 

BOTTLE 


DEVELOPERS 



5R71 

840 DEVELOPER 

CARTON=l 

BOTTLE 

5R121 

3100,3100 LDC,3107,3109,2300,2600 DEVELOPER 

CARTON=l 

BOTTLE 

5R108 

3300 DEVELOPER 

CARTON-1 

BOTTLE . 

5R119 

3400,3450 DEVELOPER 

CARTON=l 

BOTTLE 

5R37 

4000, 4500 DEVELOPER 

CARTON=1 

BOTTLE 

5R78 

5400,5600 DEVELOPER 

CARTON=l 

BOTTLE 

5R77 

9200, 9400 DEVELOPER 

CARTON=l 

BOTTLE 

5R105 

8200, 9500 DEVELOPER 

CARTON=l 

BOTTLE 

- 

STAPLES 



8R1015 

5600 STAPLES 

BOX= 2 ROLLS 

8R1460 

8200 STAPLES 

BOX= 2 ROLLS 


SPECIALITY ITEMS 



8R882 

FUSER AGENT 

BOX= 1 BOTTLE 

8R79 

FUSER OIL 

BOX= 1 BOTTLE 

43H12 

LENS & MIRROR CLEANER 5600,8200,9500,9400 

BOX= 1 BOTTLE 


RICOH SUPPLIES AND SERVICE 

Contact Ricoh Representative: 745 - 2211 
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At the time you receive the first edition of this 
publication many of the functional areas of Atari 
are undergoing change. However, distribution is 
necessary because the Office Administration Handbook 
fills a need as a source of useful administrative 
data. Future editions will contain updated infor¬ 
mation about functions and the telephone numbers of 
persons able to handle your inquiries. 
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ACCOUNTS PAYABLE EMPLOYEE ACCOUNTING 


2455 Augustine Employee Accounting 727-2831 X 80 


I. BUSINESS EXPENSE REPORTS 

A Business expense reports must be submitted to Employee Accounting 
within 10 days of return from a business trip, 

B. Employee Accounting audits the expense report before: 

1. Reimbursing the employee, 

or 

2. Depositing the employee*s reimbursement to the company. 

C. Employee Accounting strives to give very fast turn-around on employee 
reimbursement once it receives a completed and approved Expense 
Report. 

1. Sometimes delay in reimbursement occurs because the report is not 
approved in a timely fashion. 

2. Sometimes delay in reimbursement occurs because the report is 
incomplete or not completed properly, in which case it is returned 
for correction. 

D. For details on which expenses are reimbursable and which are not, refer 
to Atari*s Travel and Entertainment Policy IB.01.00. 

E. A copy of the business expense report and instructions on how to 
complete it are on page 6. 

II. MILEAGE REIMBURSEMENT 

A. Atari reimburses its. employees for mileage incurred for business 
purposes at the rate of 20 cents a mile. 

B. The information required in the mileage report conforms to IRS 
requirements for reporting the time, place, and business purpose of the 
travel. 

C. The mileage report must be completed in ink, approved by the employee’s 
immediate supervisor, and submitted to Employee Accounting. 

1. The reimbursement check will be sent to the employee's home 
address. 

D. A copy of the mileage report is on page 6. 
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A, 

ATARI 


EMPLOYEE NAME 


BUSINESS EXPENSE REPORT 

I I CHECK IF UNUSED AIRLINE TICKET ATTACHED 


EMP. NO. 

CO 


TRAVEL EXPENSE 


AIR/RAIL HOTEL TAXI. LIMO CAR 

TRANS. LODGING MEALS PERSONAL AUTO RENTAL 

MILEAGE 


TIPS 

TELEPHONE 

OTHER 



TOTAL TRAVEL EXPENSE (A) 


OTHER BUSINESS EXPENSES/ENTERTAINMENT (COMMENTARY ON BACK) 



DATE 

PLACE 

NATURE OF EXPENDITURE & 

NAMES/BUSINESS TITLE 

BUS. MEAL 



BUSINESS PURPOSE 


OTJiER 




















































BUSINESS EXPENSE REPORT 

(FORM 1B046R3) 


A GENERAL INFORMATION 

1. Personal Information 

2. Saturday of the Week in Question. 

3. Purpose of your trip. 

4. Your Building. 

5. Your Travel Authorization Number. 

B. TRAVEL EXPENSES 

6. The date of the expenditure. 

(Use one day per line.) 

7. City and State. (If outside the 
U.S., City and Country.) 

8. Expenses incurred, on date 
specified, for these items. 
Include (Explanation for "other" 
on back of the Expense Report. 

9. The sum of expenses for specified 
date & location. 

10. The sum of expenses by column for 
report. 

11. The grand total of expenses 
listed in this block. (Both 9 
and 10 should separately add to 
11 .) 

C. OTHER BUSINESS EXPENSES/ENTERTAINMENT 

12. The date of the expenditure. 

13. The specified location - 
Restaurant, etc. 

14. Provide full explanation on back 
of form. 

15. Expenses incurred. Provide full 
explanation on back of form. 

16. The sum of listed expenses for 
specified date & location. 

17. The sum of expenses by column. 


18. The grand total of expenses listed in 
this block. (Both 16 & 17 should 
separately add to 18.) 

19. The sum of 11 and 18. 

D. TRAVEL ADVANCES 

20. Date advance received. 

21. Type of advances, such as: 

a. Traveller's checks 

b. Airline tickets (or any ticket for 
transportation) 

c. Cash 

22. Dollar value for each type of advance. 

23. Total dollars advanced to you. 

24. 19 less 23. 

25. If #24 is positive, your expenses were 
more than your advance, and Atari owes 
you the difference. Put the positive 
number here. 

26. If #24 is negative, your expenses were 
less than your advance, and you owe 
Atari the difference. Write that 
number here (without a negative sign). 

E. SIGNATURES REQUIRED 

27. Your signature. 

28. Date of signature. 

29. Manager(s) approval signature. 

30. Date(s) of signature(s). 
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CHECK REQUEST 


Accounts Payable 2455 Augustine 727-2831 

HOURS: 8:00 a.m. - 5:00 p.m., Monday through Friday 


I. Processing Instructions 

A. Normal Processing Cycle: Requests must be received in Corporate Account¬ 
ing by noon on Monday in order to be ready on that Friday. Requests not 
received by the deadline will be ready on Friday of the following week. 

B. EXCEPTIONS to the normal cycle (Handchecks) require the approval of the 
Divisional Vice President of Finance (or appointed designate) or the 
Corporate Controller (Corporate Requests only) in the upper right hand 
corner of the form. 

C. The following items MUST be completed before submitting to Corporate 
Accounting. 

1. Vendor name and address. 

2. Delivery instructions (pick-up, mail, or will call). 

3. Department and account numbers, description and amount. 

4. Name and telephone number of requestor. 

5. Approval of department manager. 

6. Authorization of Divisional V.P. of Finance. 

7. For wire transfers: Bank name, address, and account number. 

8. Special handling and hand checks - see exceptions above. 

D. THIS FORM IS INTENDED FOR LIMITED USE ONLY. 

USE THIS FORM FOR: 

1. Subscriptions, Seminars 4. Tooling down payments 

2. Royalties, commissions taxes 5. Advance payments, deposits 

3. Bank wire transfers 6. Referral Bonuses, Dental Bonuses 

7. Educationsl Reimbursements 

DO NOT USE THIS FORM FOR: 

1. Items which should go through purchasing. 

2. Items for which we have an original invoice. 

3. Employee reimbursements for supplies, seminars, mileage, travel or 
relocation. Use employee expense report. 

4. Progress payments to vendors. 
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CHECK REQUEST 

(Form 3B015) 


A 

ATARI 


CHECK REQUEST 

NOT INTENDED FOR EMPLOYEE REIMBURSEMENT 



FOR HAND CHECK USE ONLY * 

APPROVAL - DIVISION V.P. OF FINANCE 


PLEASE CHECK APPROPRIATE BOXES 




TYPE OF REQUEST 

□ WIRE TRANSFER 

ACCOUNT NO. _ 

ACCOUNT NAME _ 

BANK NAME & ADDRESS_ 

□ COMPANY CHECK 


SPECIAL INSTRUCTIONS FOR MAILING OR TYPING: 


COMMENTS: 


PREPARED BY: 


APPROVED BY: 


INSTRUCTIONS 

□ PICKUP © 

□ MAIL 

□ CALL 

AT TELEPHONE NO. 

WHEN CHECK IS REA” 


PART NO. 

DEPT. NO. 

ACCT.NO. 

DESCRIPTION 





(8) 

T51 


_@_ 







- 







° epT -@ 

TELE - NO -£D 

BUDG ‘ : (22) 

© _ 

(25) 

.©.. __ 





IMPORTANT: THIS FORM MUST NOT BE USED TO CIRCUMVENT PURCHASING. SEE REVERSE £PPOir 

SIDE FOR PROCESSING INSTRUCTIONS. 

JJ a wimcommo~c*i.on»c<xnp.ny White - Corporate Accounting * Yellow - Corporate Accounting * Pink - Requestor 


SUBTOTAL _ VjLjJ 

JE*2_0_ 

FREIGHT _(jJ)_ 

total 1 © 

• FOR EMERGENCIES ONLY, MUST BE 
APPROVED BY DIV. V.P. OF FINANCE 
•• REQUESTS SHOULD BE APPROVED 
BY DEPARTMENT HEAD. 

‘••ALL REQUESTS MUST BE AUTHOR¬ 
IZED BY DIV. V.P. OF FINANCE, 
APPOINTED DESIGNATE, OR CORP. 
CONTROLLER (FOR CORPORATE) 
3B °1 5 R 1 (2/82) 
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CHECK REQUEST 

(Form 3B015) 


II. HOW TO FILL IN A CHECK REQUEST FORM 

1. Date of request. 

2. Who the check is to be paid to. 

3. Vendor/Recipient name. 

4. Address of recipient. 

5. Indicate if it is a wire transfer or company check. 

6. Delivery instructions (pickup, mail, call). 

7. Purchase order number if advance payment, deposit or 
tooling down payment. 

8. Part number or project number if applicable. 

9. Department number to be charged. 

10. Account to be charged. 

11. Description of payment, i.e..subscription, referral bonus, etc. 

12. Exact amount check is to be made out for. 

13. Subtotal all charges. 

14. List any taxes separate from charge. 

15. Any shipping, freight, or handling costs. 

16. Total columns 13 through 15. 

17. Give any special instructions for clarification. 

18. Any additional conments may be incorporated here. 

19. Name of person preparing check request. 

20. Requestor's department number. 

21. Requestor's phone number. 

22. Requestor's building number. 

23. Signature of person approving payment. 

24. Department number of person approving payment. 

25. Telephone number of person approving payment. 

26. Building location of person approving payment. 

27. Signature approval of divisional V.P. of Finance. 

28. Accounts Payable use only. 
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PAYROLL 


2455 Augustine Payroll Receptionist 727-1570 X 13 


I. Timecards (for employees paid on a weekly basis) 

A. Must be completed in ink, signed, and given to the supervisor by the 
employee. 

1. See following procedure on how to fill out your timecard. 

2. Some divisions have published more detailed procedures for manu¬ 
facturing employees (check with your supervisor or divisional Human 
Resources). 

B. Must be audited for accuracy and legibility by the employee's super¬ 
visor . 

C. Must be signed by the employee's supervisor. 

D. Must be placed in a payroll timecard box before 9:00 a.m. on Monday. 

1. Box locations are 

a. 2455 Augustine 

b. 60 Plumaria 

c. 790 Sycamore 

d. 1196 Borregas 

e. 1399 Moffett Park 

2. Exceptions to this pattern (for holidays) are always announced in 
memos to general distribution by the Corporate Payroll Manager. 

E. Timecard problems must be resolved with division payroll coordinators. 
You can reach your division coordinator by calling 727-1570. 

II. Sick time records for weekly-paid employees are maintained through payroll. 

III. Vacation Records and Advances 

A. Vacation records for weekly-paid employees are maintained through 
Payroll. 

B. Vacation advances requests must be submitted to Payroll a minimum of 
two weeks before the check is requested. 

C. Vacation advance forms are available from the Forms Department. They 
must be completed, approved, and submitted to Payroll within the time 
deadlines. 
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HOW TO FILL OUT YOUR TIMECARD 


EMPLOYEE * DEPT. 

_CO < 

PERIOD ENDING/^\ 

_"CO. 

CHECK # 

(2 

BATCH 

) 

EMP.SIG. 

CO 

NAME j 

> 

6^3^ 

BANK CODE 

/ 

i # 

SUPERVISOR SIGNATURE 

(® 

) 

SUN 

MON 

i TUE 

WED 

THU 

FRI 

1 SAT 

TEMP. 

DEPT 


ACTIVITY 

OP* 

B 





■" : 0 


SPEC S 

~T~ 

M 

H 

u 

M 

M 

u 


\ 

i i.i i ! i 




n 



mm 

i 

-1— J 

H 

H 

m 


n 

n 

mi 

® 


rdsi 


R 

» 

B 

RSI 

m 

8fi] 

mm 

1 

-1- 

M 

M 

M 

_i — 

1 

—i— 

H 

i 

11 

■mm: 







M 


-1- 

H 

H 

n 

n 

H 

n 


1 

i i i i ! i 





-1- 

1 


H 

—i— 

1 

-1- 

M 

M 

i 

D 

n 

H 


1 1 1 1 j 1 







M 

— 1 — 

1 

- 

H 

H 

i 

u 

i 

U 


.1111,1 





U “l — 

1 

UM 

H 

—I— 

i 

1 

—1— 

H 

M 

i 

—1— 

i 

—i— 

i 

—+ 

M 


Mini 




B 

M 


m 

—i— 

- [— 

i 

—|— 

—1_ 

i 

. i 

i 

—i— 

l 

1 


! i i i i i i 





mm 

_u 

—r~ 
\ , 

—i — 


1 

i 

i 

i 

1 

1 

ATARI INC. totals | 




—i— 



* 

1 

Your employee number. It is on your badge 

Disregard if 

* 

2 

Your name. Last name first. Please print 

your timecard 



clearly. 

has a computer 
sticker. 

* 

3 

Your department number. 


* 

4 

Saturday of the week. Atari work-weeks 
begin on SUNDAY and end on SATURDAY. 



5 

Leave this section blank. 



6 

Leave this section blank. 



7 

Your signature. Please write clearly. 



8 

Your supervisor’s signature. 


9 The hours worked listed by activity by day. All hours worked 
must be carried out to two (2) decimal places. If you worked at 
one activity for 8 hours write it like this j 8:00j 

10 If you were loaned to another department, write that department 
number here. 
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HOW TO FILL OUT YOUR TIMECARD 


EMPLOYEE# 

(0 

DEPT , 

PERIOD ENDING 

S_CO 

CHECK # 

<2 

BATCH 

) . 

EMP SIG. 

_ LU _ 

CP) 

NAME VZL/ 


BANK CODE 

/ 

# 

SUPERVISOR SIGNATURE 

2 


SUN 

MON 

, TUE 

WED 

THU 

FRI 

SAT 

TEMP. 

DEPT 

DIV 

ACTIVITY 

OPN 

A 

B 

C 

D 

REG 

HRS 

O.T. 

SP. HRS 

SPEC S 

1 

1 

1 

1 

1 

1 

1 

1 

1 

1 

1 



II J 1 

L 





1 

_I_ 

1 

1 

1 

-L 

-1- 

1 

1 

1 

31 

1 

| 


1 

XSL 

11 

LL @.L 1 

M 


2 

__ 


RSI 

re 

a 

m 

__(^L 

1 

1 

1 

1 

1 

1 

| 

1 

i 

1 

1 



1 1 1 1 | 1 
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■ 



HI 

■ 

fl! 

M 

| 


i 

1 

1 

1 

1 

1 

1 

1 

1 



Mil l 





l 

1 

1 

1 

1 

1 

1 

- \— 

i 

1 

1 

1 

1 

1 

1 

1 

1 

1 


1 

null 





1 

1 

1 

1 

| 

1 

I 

1 

1 

1 

1 

I 

1 

1 

1 

1 


; i 1111 i 





1 

1 

1 

-1— 

I 

| 

1 

I 

-1— 

_1_ 

1 

1 

1 

1 

| 

1 

1 

1 

I 


M II 1 | 1 





1 

1 

1 

1 

1 

T 

Yr 1 

1 

l 

1 

1 

1- 

1 

1 

1 

1 

| 

1 


i t 

! i i it i i 





1 

| 

1 

—/d 

1 

\ } 

r 

I 

-1- 


1 

i 

1 


1 

ATARI INC. TOTALS 

I 

MS 

; 1 
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11 - 12 - 13 - 14 : 

All hours worked are tied to work activity. Look at the Chart of 
Activities (valid payroll codes — Attachment # 1 ). For each 
activity it tells you what columns to fill in and what to leave 
blank. If there is nothing in a column on the chart, that means 
you leave that column blank on your timecard. 

15 - 16 - 17 : 

Total hours for the week for the activities you just listed. All 
hours worked must be carried out two (2) decimal places. If you 
worked 40 hours at one activity, write it like this |40.00| 

Look at the Chart of Activities to tell whether your activities 
are 15 Regular Time, 16 Overtime, or 17 Speciall Hours. 

18 Leave this section blank. 

19 List the total hours worked for each of the following columns: 


15 - Regular Hours 

16 - Overtime 

17 - Special Hours 

Write all work hours to two (2) decimal places, if you worked 40 
hours of regular time, write the total hours like this I 40:001 
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CHART OF ACTIVITIES 
VALID PAYROLL CODES 


An * indicates any alphabetic or numerical variable. 


DESCRIPTION 


Const.-in-progress C/0 
" " CED 

" " CORP 

" " HCD 

Indirect Labor 
Out-of-Warranty Labor 
(Atari) 

Idle/Wait (Mat'l) 

(Labor) 

Downtime Labor 
Clean-up Labor 
Training Labor 
Rework Labor 
Inventory Labor 
Supervision (Lead) 

Labor 

Non-Standard Labor 
Direct Charging 
Indirect 

Mat'l Handling Labor 
Dep.t Meeting Labor 
Rework - Parts 
Substitution 
Rework - ECN 
Rework - Manufacturing 
Paid Break Time 
Set up Time 
Overtime Premium 
Half-time 
Overtime Premium 
Double time 
Unpaid time off 
Sabbatical Leave 

Vacations — _ 

Sick Leave 
Holiday 

Pd. Industrial Sick 
Absence 

Misc. Pd. time off 
(funeral, jury , 
military) 

Severance 


12 

ACTIVITY 

CODES 


H*** 
N*** 
T*** 
W* * * 
020 


14 

COLUMN 

A b|c|d 

t 


15 16 17 

REG. O.T. SPEC. 
HRS . HRS . HRS . 


0§2 




■f "C" is the only column currently in use. Not to be used by Job Shop 
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CHART OF ACTIVITIES (cont.) 
VALID PAYROLL CODES 


An * indicates any alphabetic or numerical variable. 


12 13 14 15 16 17 

ACTIVITY COLUMN REG. O.T. SPEC. 

CODES OPN A b|c|D HRS. HRS. HRS. 

t 


DESCRIPTION 


Rework Labor, (CED) 

HCD ) 

Work-in-Progress - 
(C/0 22) 

Work-in-Progress - 
(CED) 

Work-in-Progress - 
(C/O 29) 

Rework, ECN (CED&HCD) 
Warranty Labor (CED) 
Rework Mfg. 
Non-Standard Labor - 
(C/0) 

Work-in-Progress - 
(C/0 28) 

Non-Standard Labor - 
(CED, HCD) 

Rework-Parts subs. - 
(CED&HCD) 

Out-of-Warranty Labor- 
Atari - (CED) 
Work-in-Progress - 
(C/0 27) 

Rework - Vendor error 
Rework - Vendor error 
(CED&HCD) 

Work-in-Progress (HCD) 
Work-in-Progress (HCD) 
Consumer Engineering 
HCD Engineering 
Coin-Op Engineering 


C/0 = Coin-Op 

CED = Consumer Electronics Division 
HCD = Home Computer Division 

t "C" is the only column currently in use. Not to be used by Job Shop. 

Note: Items on this page may change from time to time. They are 

restricted to the Division(s) indicated. Often, they are valid 
only for certain departments within a Division. If you have any 
questions or doubts, please ask your Supervisor. 
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CORPORATE PETTY CASH 


2455 Augustine Petty Cash Office - 727-1570 X 44 

I. Petty Cash Advances and Reimbursements 
A. See attached procedures for: 

1. Obtaining a petty cash advance 

2. Clearing a petty cash advance 
II. Travel Cash Advances 

A. Cash advances in the form of travelers checks or a company check are 
issued for business expenses through corporate petty cash. 

B. For details on how to obtain travel cash advances refer to Section 5, 
Travel. 
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PETTY CASH REQUEST FORM 
for 

PETTY CASH ADVANCE 


PETTY CASH 
REQUEST 

(NOT TO EXCEED $50.00) 


Accounting Use Only 


DATE DISBURSED 

DATE OB-A 

U2] 

DVANCE 

TIME Al 

^CLEARED 

TIME OF^ 

)VANCE 

1_ 


DEPT. 

NO. 

EXPENSE 
ACCT. NO. 

PROJECT 
CODE NO. 

■mm 

AMT. 

~1D~ 

© 

© 

© 

KsIH 





K6H 






+ INSERT AMOUNT OF ADVANCE BEING 

TOTAL EXPENDITURE 

© 

REQUESTED UP TO S50.00 (IF APPLIC¬ 
ABLE). ALL ADVANCES MUST BE 

LESS ADVANCE t 

-© 

TIONAL ADVANCES OR REIMBURSE¬ 
MENTS ALLOWED WITHIN DEPT. UNTIL 

PETTY CASH RETURNED 

© 


ADVANCE IS CLEARED. 


APP © 

HHHSSSIIHiiH 

m 



PERSON APPROVING TRANSACTION AND 
PERSON RECEIVING CASH ARE DUALLY 
RESPONSIBLE FOR CLEARING ADVANCE; 


PETTY CASH CLERK SIGNATURE: 

(sign only upon completion of this transaction) 


O) _I 

* Original Sales Receipt must be attached 1 

1B026 R1 (12-81) 


Employee Completes 

1 Department number. 

2 The number of the Expense Account to be charged. 

3 If the Petty Cash is for a project, the number of the Pro¬ 
ject Code. 

4 Description of items to be purchased. 

Note: You may not use Petty Cash for: 

a. Gas (use a Mileage Report) 

b. Food (include on an Expense Report) 

c. Entertainment (include on an Expense Report) 

These items must be handled by the Accounts Payable 
Employee Accounting Desk. 

5. The amount of cash to be advanced. This may not be more 
than $50.00. 
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CORPORATE PETTY CASH 


Employee's Supervisor/Manager Completes 

6 Approval signature of Supervisor or Manager. 

7 Supervisor or Manager Employee Number. 

8 Supervisor or Manager extension. 

Employee Completes 

9 Receiver's signature - Signature of employee receiving the 
cash. 

10 Receiver's Employee Number. 

11 Receiver's extension. 

Petty Cash Clerk Completes 

12 Date that the advance is received. 

13 Time that the advance is received - advances must be 
cleared WITHIN 24 HOURS . 

14 Amount actually spent per Department/Account. 

15 Total expenditures. 

16 Amount in 15 less amount in 5 equals the leftover cash from 
advance. This must be returned to the Petty Cash Desk at 
the time the advance is cleared. 

17 Time advance is cleared. Advances must clear WITHIN 24 
HOURS . 

18 Initials of the Petty Cash Clerk. 
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HUMAN RESOURCES 















HUMAN RESOURCES DEPARTMENT 


Corporate: 
Coin-Op: 
Computer (HCD): 
Consumer (CPG): 


3900 Freedom Circle 
790 Sycamore 
2701 Zanker Road 
1195 Borregas 


Santa Clara 
Milpitas 
San Jose 
Sunnyvale 


988-0745 

942-3072 

942-6428 

743-4232 


I. HUMAN RESOURCES FUNCTIONS: 

A. COMPENSATION, BENEFITS, EMPLOYEE RECORDS 988-7651 

1. Salary Administration/Planning 

2. Job classifications and evaluations 

3. Job descriptions 

4. Performance appraisals 

5. Changes in employee status 

6. Ehiployee reports, records and archives 

7. Benefit administration 

8. Insurance 

B. CORPORATE TRAINING 988-0447 

1. Training 

2. Management development 

3. Training consultation 

4. Program development and evaluation 

5. Exempt/Non-Exempt Ehiployee Orientations 

6. Career counseling 

7. Educational reimbursement program 

8. Outplacement counseling 

C. EMPLOYEE ACTIVITIES 988-4729 

1. Large company events 

2. Company picnics 

3. Sports leagues 

4. Discount tickets 

5. Recreational travel information 

6. Merchandise/recreational discounts (packets available at the Company 
Store). 


D. EMPLOYEE COMMUNICATIONS 988-5035 

1. Atari 82 Bi-Monthly Publication 

2. Atari "Life" Newspaper 

3. Organization announcements 

4. Distribution lists 

E. EMPLOYEE RET .ATTONS—Contact appropriate divisional representative. 

1. Interpretation and application of Human Resources Policy and Pro¬ 
cedures 

2. Employee/Management Relations 

3. Corrective Action 

4. EEO and Affirmative Action 

5. Exit Interviews 
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HUMAN RESOURCES DEPARTMENT 


F. RECRUITING AND PLACEMENT—Contact appropriate divisional representative. 

1. Staffing (exempt, non-exempt, and hourly) 

2. Job requisitions and advertising 

3. Selection interviewing 

4. Agency and search firm relations 

5. Internal and external referrals 

6. Internal listing of job openings 

7. Employee relocation arrangements 

G. HUMAN RESOURCES .INFORMATION SYSTEMS 988-5479 

1. Data base applications design and development 

2. Standard Human Resources System report administration 

3. Ad Hoc report writing 

4. Government compliance reporting of Human Resources data 

5. Human Resources data standards and procedures 

6. Human Resource reporting to WCI 

7. Human Resource liaison to MIS 

II. HUMAN RESOURCES FORMS 

A. Frequently used Human Resources forms: 

1. Employee Action Report (E.A.R.) Form 3A002 

Purpose: Identifies all employee status changes so that the changes 
can be entered into the data base computer. 

2. Educational Reimbursement Application Form 1A060 

Purpose: To assist employees in requesting reimbursement for the cost 
of approved education courses. 

3. Employee Referral Form 3A304R1 

Purpose: To alert the Employment Department of applicants refered by 

employees and as a tracking document for referral bonus 
checks if the referred candidate is hired. 

4. E.A.S.Y Job Interest Form 3A050 R1 

Purpose: To apply for job openings within the Atari, either as a 

lateral transfer or promotion. 

Samples of the above forms and completion instructions are provided on 
the following pages. 
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EMPLOYEE ACTION REPORT 

(FORM 3A002) 


1. Effective Date - MUST be filled in on ALL EARs. 

2. Employee Name - Last name, then first and middle. 

3. Employee Number - MUST be filled in on ALL EARs. 

4. Hire Date - Should be on all EARS. 

5. Next Review Date - It is especially important that this be filled in on 
EARs reflecting rate changes. 

6. Date Prepared - Should be on all EARs. 

7a. Present Department Number - Department number should appear on all EARs. 

7b. Proposed Department Number- If the EAR is to reflect a change of 
department, enter the new information in this column. 

NOTE: Location changes can only be made by submitting a Directory Update 
sheet to Telecommunications. A copy of this form is located in 
the Telecommunications section of this handbook. 

8a. Present Pay Rate - This should be on all EARs involving pay rate cahnges. 

8b. Proposed Pay Rate - If the EAR is to make a pay rate change, the new rate 
should be shown here (as well as the percent of the increase). 

9a. Present Job Title/Code - If the EAR is to make a Job Title/Code change, 
write out the job title and fill in the seven (7) digit job code/EEO 
code. Also check whether the position is direct or indirect. 

9b. Proposed Job Title/Code - Indicate both new job title and new seven (7) 
digit job/EEO code here. Also indicate any change in direct/indirect 
status. 

10a. Present Pay Type - Check whether the employee is Hourly, Non-exempt or 
Exempt. 

10b. Proposed Pay Type - Use this column when Hourly, Non-exempt or Exempt 
status is to be changed. 

11a. Present Shift - Check whether the employee works Day, Swing, or Graveyard 
shift. 

lib. Proposed Shift - Use this column if the shift is being changed. 

12a. Present Employee Status - Check whether employee is permanent or 
temporary, and part-time or full-time. 

12b. Proposed Employee Status - Use this column to indicate change in 
permanent or temporary status, or part-time/full-time status. 
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A 

ATARI 


Employee Action Report 


Name 

Last 


First 

Middle 

Employee # 



.. ( 2 ) _ 



SSKMISJ 


Effective Da 


Date wepared 


M 


Present 


STATUS CHANGES 


Proposed 


□ Dept. No 



□ Job Title/Code 


'"'ND Hourly □ Non-Exempt 


f 

□ Day □ Swing 



□ Exempt 


□ Grave 


□ Hourly 


□ Day 


□p 


□ Perm. 

si 


□ Non-Exempt 


□ Swing 


□ Temp. 


□ Direct 

□ Indirect 


□ Exempt 


□ Grave 


□ P/T □ 


□ Other (Name, Address, Insurance, Withholding, etc.): 



Leave of Absence - Attach L.O.A. Form 

□ LOA (type) - 

□ LOA Return 


Comments: 


Expected Return Date 
Date LOA Began 


Termination 
.□ Resignation 

□ Discharge 

□ Layoff 


Eligible for Rehire: 

□ Yes 

□ No 


If Resignation: 

□ With 

□ Without Notice 


Last Working Day_ 

Forwarding Address 


Employee’s Signature 


Present Organization 


APPROVALS 


Receiving Organization (transfers only) 


Supervisor 

Date 

Supervisor 

Date 

Supv./Mgr. 

Date 

Supv./Mgr. 

Date 

Mgr. 

Date 

Mgr. 

Date 

Personnel 

Date 

Personnel 

Date 

General Mgr./V.P. 

Date 

General Mgr./V.P. 

Date 


Distribution: White - Personnel Yellow - Payroll Pink - To Supv. After Approval G-ROD - Insurance 
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EMPLOYEE ACTION REPORT 

(Form 3A002) 


13a. Present Other - Use this line for address changes, home phone number 
changes, change of supervisor, corrections, etc. Enter the present 

information in this column. 

13b. Proposed Other - Enter the new information under this column. (The 
changes will not be made correctly if the EAR is not filled out this 
way.) 

14. Comments - Use this space for explanations or instructions. (For 
Example: Reasons for terminations, etc.) Also use this space to put the 
supervisor's name (this expedites the procedure of returning the 
supervisor's copy of the EAR). Type of Action must be indicated here on 
pay rate changes (review, promotion). 

15. Leave of Absence - This column is completed when an employee is going on 
on a Leave of Absence. 

16. Termination - Check whether the termination is a resignation, discharge, 
or lay-off. Also be sure to indicate whether or not the employee is 
eligible for rehire. If the employee resigned, indicate if notice was 
given. (For terminations, use the "Comments" space to give a brief 
explanation of the reason for the termination.) 

17. Last Working Day - The employee's actual last day of work should be 
entered here, even if it differs from the effective date of the 
termination. Also enter the employee's forwarding address. 

18. Present Organization - The immediate supervisor should sign all EARs for 
his/her employees. The next levels of signatures may be required, 
depending on the type of change being made on the EAR. All EARs are 
forwarded to Human Resources to be signed and processed. The immediate 
supervisor will receive a pink copy of the EAR for his/her department 
files soon after the EAR has been processed. 

19. Proposed Organization - This column is used for transfers. The 
department that is receiving the new employee signs on this side of the 
EAR. 
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ATARI 


Educational Reimbursement Application 


PRIOR TO BEGINNING OF COURSE, please complete Part I and Part II of this form, obtain approvals and forward 
to Employee Development, Personnel, 570 Britton. 

In order to be eligible for educational reimbursement, the following requirements must be met: 

1. The course is job-related. 

2. A grade of ’C’ or better is earned. 

3. All necessary documents are submitted (tuition receipts, grades, book receipts, titles and authors, etc.) 

4. You are a full-time permanent employee. 

5. Approvals are obtained PRIOR to beginning of course. 


part i _ 


EMPLOYEE NUMBER 


CURRENT JOB TITLE 



I REQUEST APPROVAL FOR EDUCATIONAL REIMBURSEMENT FOR THE FOLLOWING COURSE(S): 


COURSE(S) 


DATE OF ATTENDANCE 



SCHOOL TO BE ATTENDED 


OBJECTIVE IN TAKING COURSE 


PART 2 


EXPENSES 


REGISTRATION 


ESTIMATION 



SUPERVISOR’S APPROVAL 


PART 3 


EMPLOYEE DEVELOPMENT DEPT. APPROVAL/DATE 


EMPLOYEE DEVELOPMENT USE ONLY UPON COMPLETION OF THE COURSE 


DATE REFUND CHECK DISBURSED 


COMPLETED COURSE TITLES 
























EDUCATIONAL REIMBURSEMENT APPLICATION 

Form 1A060 



NOTE: Educational reimbursement criteria are strict• Employee 

should confirm eligibility before making any committments. 

Complete parts 1 and 2 and obtain approval from management and 
Corporate Training prior to the start of the course to determine if 
you are eligible for Educational Reimbursement. 

1. Employee name (as on Payroll record). 

2. Employee Atari identification badge number. 

3 Enter current date. 

4. Enter job title. 

5. Enter department name. 

6. Enter department number. 

7. Enter telephone number. 

8. Enter complete course title(s) . 

9. Enter beginning and ending dates of class, and frequency of 
class, e.g., weekly - Jan. 4 through May 27. 

10. Enter name of school, university or institution and class 
location if different from campus. 

11. Enter a brief statement of your expectations of the course and 
how it will apply to your work at Atari. 

12. Enter estimated amounts and total. 

13. Approval signature and date of supervisor/manager prior to 
start of course. 

Forward approved application to Corporate Training. Retain a 
photocopy to apply for reimbursement after course completion. 

14. Approval of Corporate Training. This MUST be obtained PRIOR 
to the start of the course for which you are applying for 
reimbursement. 

15. Upon successful course completion (minimum grade of "C" in 
graded courses; "pass" in "pass/fail" graded courses) 
complete the actual cost section of the form. 

You MUST attach the original receipts for registration, books, 
etc. Note on each receipt what it is for. For text books, 
title and author must be recorded. 

Submit completed copy of form, proof of completion of course, 
and receipts to your supervisor prior to forwarding to 
Corporate Training. 
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INSTRUCTIONS 



NAME OF REFERRAL 


PRESENT EMPLOYER &. LOCATION 


PRESENT OCCUPATION 


WORK PHONE 


HOME ADDRESS 


HOME PHONE 



POSITION REFERRED FOR 


RESUME ATTACHED 


□ YES 


□ NO 


APPLICATION ATTACHED 


□ YES 


□ NO 


EMPLOYEE REFERRED BY 


EMPLOYEE NO. 


POSITION TITLE 


DEPARTMENT NO. 


DEPARTMENT NAME 


EXTENSION 


INTERVIEW: 


□ HIRED 


FOR PERSONNEL USE ONLY 


□ NOT HI RED 


START DATE 



□ EXEMPT 


□ NON-EXEMPT 


□ HOURLY 


EMPLOYMENT VERIFICATION 




0 A Wamaf Communications Company 


White Copy - Personnel Yellow Copy - Employee 
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3 A304 R1 (7/81) 
































EMPLOYEE REFERRAL AWARD PROGRAM 


The Employee Referral Award Program provides a financial reward to employees 
when candidates they refer to Atari are hired. 


To qualify for a referral award, eligible employees should: 

1. Complete the upper portion of the Bnployee Referral Form 3A304. 

2. Attach the original (white) to the referred candidates resume* or 
application and send to Recruiting and Placement. 

3. Retain the yellow copy for follow-up. 

4. If the referred candidate is hired for a permanent, full-time (40 hour) 
position and remains with Atari for 60 days, Corporate Human Resources will 
issue a check request to payroll for processing. 

5. Corporate Human Resources will contact you when your referral check is 
ready. 


If you have any questions or need additional information on the Employee Referral 
Award program call 988-0566. 
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ATARI 


E.A.S.Y. 

/ANCEMENT STARTS W 
Job Interest Form 


DATE OF HI RE 


DATE 

1 

© 




EMPLOYEE NAME 

cu 

EMPLOYEE NO. 

CO 

PRESENT JOB TITLE v 

_ CU_ 

DEPARTMENT 

©_ 


I AM PRESENTLY IN: □ CORPORATE . 


POSITION APPLIED FOR: © 


□ COIN-OP □ CONSUMER 


JOB TITLE AND REQUISITION NUMBER 


□ COMPUTER 


Detail below applicable experience and education which you feel qualifies you for consideration at this time i.e. 
education, work experience, volunteer work, special courses, etc. After completing this form, submit it to the Personnel 
Department. 

_ © _ 



EMPLOYEE'S SIGNATURE 


EMPLOYMENT INTERVIEWER'S COMMENTS: 


INTERVIEW DATE 



EMPLOYMENT REPRESENTATIVE SIGNATURE 

DATE 




THIS APPLICATION MUST BE APPROVED BY PRESENT SUPERVISOR IF APPLICANT IS RECOMMENDED 
FOR FURTHER INTERVIEWS. 


PRESENT SUPERVISOR - I am aware that this employee is applying for another position within the Company and 
certify that he/she is not under any type of disciplinary probation. 


PRESENT SUPERVISOR’S SIGNATURE 


|START DATE 


HIRING SUPERVISOR/MANAGER: □ Candidate Selected 


□ Candidate not selected for the following reasons: 


It is the policy of Atari Inc., to provide all employees with equal opportunity regardless of their race, color, religion, national 
origin, age, sex, physical or mental handicaps. 
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IA Warner Communications Company 


WHITE COPY - PERSONNEL 


YELLOW COPY - EMPLOYEE 


3AO50 R1 (7/81) 































HOW TO USE THE E.A.S.Y. PROGRAM 


BACKGROUND: 

The E.A.S.Y. Program is the method used by Atari employees to get infor¬ 
mation about job opportunities within the company. Employees are encouraged 
to pursue individual growth and career advancement. The E.A.S.Y. Program 
provides information for eligible employees about vacancies which may be 
considered either promotions or transfers compatible with their career 
plans. 

Information concerning the latest status of a position vacancy or assistance 
in career planning may be requested from your divisional Recruiting depart¬ 
ment. 

All full-time regular employees are eligible for participation in the 
E.A.S.Y. Program after completing a minimum of six (6) months in their 
current position. 

METHOD: 

Review the current listings of vacant positions ("E.A.S.Y sheets"). Regular¬ 
ly updated listings are distributed to each Atari facility. 

For consideration for the position, fill in the top half of a "Job Interest 
Form", 3A050. This form should be available from your immediate Supervisor 
or through the Forms Department with a supply request. 

1. Fill out the personal data required in the top section. 

2. Fill in exact title as listed in the E.A.S.Y. The requisition number 
is located after the department number under the job description, 
(reference information is located on the first page of E.A.S.Y.) 

3. Detail applicable experience and education which you feel qualifies you 
for consideration for the job. 

4. Sign and date. 

Present the completed form to your immediate Supervisor (present Supervisor) 
to sign and date the section of the form certifying that you are -not in a 
corrective action program. 

Send the original of the form to the division Recruiting department which 
has the listing for further processing. Keep the yellow copy for future 
use. 

You will be notified by the applicable Recruiting department regarding the 
status of the position and your application. 


29 



CORPORATE HEALTH SERVICES 


DISPENSARY/COMPANY NURSE LOCATIONS 


1215 Borregas 
2710 N. First St. 
735 Sycamore 


745-2180 

942-6765 

942-3208 


DISPENSARY HOURS: 


7:30 a.m. - 4:30 p.m., Monday through Friday 


FOR EMERGENCIES: NURSES CAN BE PAGED ON THEIR BEEPERS - 745-2417 

I. SERVICES PROVIDED 

A. Reporting and treatment of all work-related injuries or illnesses. 

B. Return-to-work authorization. 

C. Health counseling. 

D. Medical and maternity leaves of absences. 

E. State disability applications. 

F. Worker's Compensation claims. 

G. Blood pressure checks. 

H. Medical pamphlets and brochures. 

I. Weight scale - nutrition and diet information. 

J. First-aid and CPR training. 

K. First-aid kit distribution. 

L. Safety glasses - and authorization for prescription safety glasses. 

M. Forklift training. 

N. Safety problems or questions. 

O. Monitoring of environmental exposure (i.e. hearing test, etc.) 

P. Information on chemicals. 

Q. Safety policies and procedures. 

R. International travel kits and required inmunization information. 

II. HEALTH AND SAFETY INQUIRIES 

A. Health Services: 988-1946 

B. Safety & Industrial Hygiene 988-4792 

III. OUTSIDE EMERGENCY NUMBERS 


Sunnyvale: 911 


Milpitas: 


FIRE 

POLICE 

AMBULANCE 


998-7212 

263-1212 

298-3131 


San Jose: 


FIRE 

POLICE 

AMBULANCE 


294-4664 

297- 3565 

298- 3131 


IV. LOCAL HOSPITALS 


EL CAMINO HOSPITAL 
2500 Grant Road 
Mountain View, CA 94042 
(415) 968-8111 


O'CONNOR HOSPITAL 
2105 Forest Avenue 
San Jose, CA 95128 
(408) 298-3900 


KAISER MEDICAL CENTER 
900 Kiely Boulevard 
Santa Clara, CA 95051 
(408) 985-4000 
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PLACING AN EMPLOYEE CN MEDICAL LEAVE OF ABSENCE 


Responsibility 


Action 


Manager/Supervisor 


Health Services 


Human Resources 


Manager/Supervisor 


1. Directs the employee to take the doctor’s 
authorization to the nearest office of Health 
Services. 

NOTE: If employee or a member of the employee’s 
family informs the manager/supervisor 
that the employee has been hospitalized, 
Manager/Supervisor immediately telephones 
this information to Health Services. 

2. Reviews doctor’s authorization or other infor¬ 
mation covering the employee’s medical condi¬ 
tion. 

3. Issues, dates and has nurse or doctor sign the 
’’Medical Leave of Absence Authorization”, form 
3A001• Route form copies as indicated. 

NOTE: If the employee is already hospitalized, 
procede to step 5. 

4. Directs employee to the applicable Human Re¬ 
source Representative. 

5. Reviews information on the employee’s medical 
condition and issues the "Leave of Absence 
Request", form 3A073. Obtains employee’s signa¬ 
ture. 

NOTE: For an employee already hospitalized, 
mail the form with instructions for sign¬ 
ing and returning it. 

6. Collects the employee’s identification badge and 
hold until the employee returns to work. 

7. Contacts the employee’s immediate superior with 
the information concerning the Medical Leave of 
Absence, i.e. start date, expected return date, 
etc. 

8. Initiates an "Bnployee Action Report" (E.A.R.) 
form 3A002 and completes the Leave of Absence 
section. 

9. Distributes form copies as indicated on the 
form. 
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REMOVING AN EMPLOYEE FROM MEDICAL LEAVE OF ABSENCE 


Responsibility 


Action 


Employee 


Health Services 


Human Resources 


Manager/Supervisor 


1. Three to 5 days prior to the scheduled date of 
return to work contacts the manager/supervisor 
and confirms the return to work details. 

2. No later than the day prior to returning to 
work, reports to the applicable Health Services 
Office to obtain a "Return to Work Authori¬ 
zation", form 3A0062. 

NOTE: If the return date is a Monday, reports 
to Health Services during business hours 
on the Friday before the Monday return 
date. 

3. Examines the employee and determines fitness to 
return to work. 

3a. If applicable, issues "Return to Work 

Authorization" form 3A062. Send photocopy 
to the employee’s manager/supervisor. 

3b. If applicable, issues another "Medical 

Leave of Absence Authorization", form 3A001 
showing the new expected date of return. 

4. Distributes form copies as applicable. 

5. Directs the employee returning to work to go to 
Human Resources to get his/her identification 
badge. 

6. Reviews copy of "Return to Work Authorization". 
Returns the employee’s identification badge. 

7. Receives photocopy of "Return to Work Authori¬ 
zation". Issues "Employee Action Report" 
(E.A.R.), form 3A002 returning employee to 
active status. Coordinates the employee’s 
return to work as applicable. 
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ADMINISTRATIVE SERVICES 
















COPY CENTER 


1196 Borregas 


Requests and Information 745-2396 

Xerox Equipment Acquisition/Training 745-5465 


I. SERVICES PROVIDED 

A. Reproduction of documents of various sizes and quantities. 

1. To keep costs down, all jobs requiring 200 impressions or more (i.e., 
jobs with several originals, or large quantity of copies) should be 
submitted to the Copy Center for reproduction. 

2. Double-sided copying of multi-page documents. This feature should be 
utilized whenever possible. 

3. The Copy Center can reproduce up to 8 x 14 originals without reduc¬ 
tion. 

4. Copies of 11 x 17 originals can be reduced, larger than that can be 
reduced and copied if folded. 

NOTE: For exact copies of originals 11 x 17 or larger, originals 
should be submitted to the Documentation Department located at 1501 
Crossman, or 1272 Borregas. 

5. Originals can be reduced to 62% of the original size. 

6. Overhead transparencies for presentations can be made by the copy cen¬ 
ter, the requestor must provide the blank transparencies. 

7. All requests for copies must be accompanied by a completed Xerox 
Request Form. 

B. Color Reproduction 

1. Reproduction of color originals up to 8 x 14. 

2. Reproduction of 35mm color slides, blown up to 8 x 11. 

3. Color copy requests for more than 50 copies or originals requires 
managers written authorization. 

II. ACQUISITION OF REPRODUCTION EQUIPMENT 

A. To acquire, relocate or upgrade department/building xerox copying equip¬ 
ment a Copy Equipment Request (Form 1A460) must be filled out and return¬ 
ed to 1196, Copy Center. This form must be approved by the department 
director or above. 

B. For training or inquiries about equipment problems contact the Xerox 
acquisition number. 
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COPY CENTER 


III. ADDITIONAL SERVICES 

A. Bindery services. 

1. Padding. 

2. Drilling. 

3. Top and side stapling up to 76 pages thick. 

4. Cutting. 

B. Assistance in setting up originals for reproduction. 

IV. GENERAL DISTRIBUTION MEMOS 

All general distribution and division memos must be approved by the 
person's/department's Vice President. If the memo concerns job 
promotions or organization changes it must be sent to Human 
Resources, Employee Conmunications Manager for review. Memos must 
be approved PRIOR to being sent to the Copy Center. 
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REPRODUCTION REQUEST 



REQUESTOR NAME 

DATE SUBMITTED 

REQUESTOR EXTENSION & LOCATION 

REQUIRED DATE/TIME 


General Instructions - to be completed by Requestor: 
Title and short description of job requested 



NUMBER OF ORIGINALS 

NUMBER OF COPIES 

SIZE Oa^x 

ii □ avix 

14 □ AS IS 

COLLATING 

□ YES 

□ 

NO 

PRINT 

□ 1 SIDE 

□ 2 SIDES 

FOLDING 

□ YES 

□ 

NO 

STAPLE 

□ TOP 

□ SIDE 

PADDING 

□ YES 

□ 

NO 

REDUCTION 

□ 98% 

□ 74% 

□ 65% 

□ AS IS 

SET 

SEPARATION 

□ YES 

□ 

NO 

CUTTING 

□ YES 

□ NO 

DRILLING 

□ 2 HOLE 

□ 

3 HOLE 

SIZE : 


m 

WHERE: 





SPECIAL INSTRUCTIONS 



OFFICE USE ONLY 

OPERATOR 

DATE RECEIVED 

mach'ine 

DATE COMPLETE 
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REPRODUCTION SERVICES ONLY 
I DATE RECEIVED ““““ 


I 


COPY EQUIPMENT REQUEST 

INSTRUCTIONS: Obtain Department Manager and Department Director 
Approvals prior to submitting. 

Submit completed request to: Reproduction Services 
Building 1196 


TELEPHONE NO. & EXT. LOCATION 


BLUE PRINT NO. 


DEPT. MGR. APPROVAL 


TYPE OF REQUEST: □ NEW 


CD 

□ ADDITION 


ELECTRICAL REQUIRED 



□ RELOCATE 


□ UP-GRADE 


NUMBER OF ORIGINALS: 


DEPARTMENT FUNCTION : 


NUMBER OF COPIES PER ORIGINAL: 


NUMBER OF USERS: 

G) 



© A Warner Communication* Company 


1A460 (7-82) 



























COPY EQUIPMENT REQUEST 


Form 1A460 


1. ’ Requester’s Name. 

2. Requestor’s telephone number. 

3• Requestor's building location/address. 

4. Record the requestor’s department number. 

5. Write the date that the request form is completed in this space. 

6. Date equipment is required to be installed and operable. 

7. Both the requestor’s department manager and department director are 
required to sign and date. 

8. Place an ”X” in the applicable box. 

9. Estimate the number of ’’Originals” (items to be copied over typical 
2 month period.) 

10. Estimate the average number of copies made from each ’’Original” typical 
2 month period. 

11. Brief description of department functions. 

12. Number of people using equipment. 

13. Please answer the questions by marking an ”X” mark in one of the answer 
columns provided for each question. 

Route the completed form to Reproduction Services in building 1196. 
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FACILITIES 


Corporate 
Coin-Op Division 
Consumer Products Group 
Home Computer Division 
Real Estate 
Maintenance 

Maintenance Divergencies 


3900 Freedom Circle 
790 Sycamore Drive 
1349 Mofffett Park 
30 E. Plumeria 

605 Laurelwood 


988-7953 

942-3156 

745-5804 

942-6427 

988-7953 

980-5492 

980-5492, 980-5493 


I. SERVICES 

A. Planning 

1. Identification of project requirements. 

2. Definition of project scope. 

3. Project feasibility study. 

4. Evaluation of project alternatives. 

5. Development of project plans. 

a. Project layout(s). 

b. Engineering details. 

c. Estimate time and total cost of project. 

B. Administration 

1. Coordination of construction for office buildings per city and 
engineering specifications and Atari's needs. 

2. Establishment of office furniture standards. 

3. Coordination and supervision of building remodeling. 

4. Establishment of facilities standards, designs, and codes. 

C. Real Estate 

1. Responsible for the acquisition, renewal, and disposal of all 
property owned or leased by Atari. 

2. Various other related functions. 

D. Divisional Facilities Support 

1. Provide power supplies or alteration to existing power supplies. 

2. Addition, removal, or relocation of partitional office walls. 

3. Facility malfunctions except for routine matenance problems. 

E. Maintenance 

1. Routine maintenance for all Atari facilities. 

2. Janitorial services. 

3. Air conditioning. 

4. Electrical work. 

5. Parking lot sweeping service. 

6. Distribution of outdoor garbage containers. 

7. Contracting of garbage dumpster service. 

8. Furniture moving. 

9. Purchase and delivery of office plants. 
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FACILITIES 


II. OFF-SITE OPERATIONS 

A. Locations of new sites. 

B. Contracting for interior improvements. 

C. Establishment of standards for interior finishes and furniture. 

D. Arrangement for utility hook-ups. 


III. WORK ORDER REQUESTS 

A. A Facilities Work Order Request form must be completed for all 
facilities and maintenance requests except for maintenance 
emergencies where immediate attention is needed. 

1. All work orders, including maintenance orders, should be 
directed to Facilites, 3900 Freedom Circle. 

2. Do not separate the NCR form. All copies go to Facilities. 
Photocopy the work order for your files. 

3. The form must be properly completed with department information 
and management approvals. 

4. Refer to the following page for instructions on how to fill out 
a Facilities Work Order Request Form (3A212). 
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MAINTENANCE/ENGINEERING _MECHANICAL _ ELECTRICAL SPACE PLANNING OTHER 



APPROVALS: Submit form intact with Supervisor approval above. 

Additional approvals may be requested during follow-up. 



division president 

White Facilities Yellow-Completion Follow-Up Pink-Facility File Green-Preliminary Follow-Up 

O A Warner Communications Company 


3 A21 2 R1 (1 1-80) 

















WORK ORDER REQUEST 

(3A212) 


1. Print or type your name, 

2. Fill in the date prepared. 

3. Fill in your work phone number. 

4. Print your building location. 

5. Fill in your department number. 

6. Have your Supervisor sign. 

7. -10 For Telephone work orders use the Telecommunications 

Work Order Request Form (3A356). 

11. Check one of the spaces to identify the type of work 
requested. 

12. Describe the problem(s) and/or the work to be done. 
Highlight any facts or details that will clarify the 
situation. 

13. If necessary, Facilities will request additional approval 
signature(s) during the follow-up. 

14. Leave blank to be completed by Facilities. 
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HOW TO DEVELOP EFFECTIVE TELEPHONE SKILLS 


Here are 20 tips on telephone techniques. They are a combination of hints published by 
various telephone companies. Study this list. Practice the suggestions daily. 

1. When receiving a telephone call, answer promptly. 

2. Identify yourself and your company or department. 

3. Speak distinctly and with a pleasant tone. 

4. Explain the waiting period. If you must put your caller on hold to get infor¬ 
mation, explain how long you'll be gone and offer to call back. 

5. Screen calls tactfully. A polite way of asking who's calling is, "May I ask who 

is calling?" or "May I tell Mr. Brown who is calling?" 

6. Know where your supervisor is. Make sure you know the expected time of return, 

and numbers where your supervisor can be reached. 

7. Take messages willingly. Note the name of the caller, his or her telephone 
number, the time and whether the caller wants to be called back. Repeat the 
information, to make sure it is correct. Deliver the message promptly. 

8. Know how your supervisor prefers to have calls screened. 

9. When transferring calls, transfer only when you definitely know the correct person 
or number. 

10. When placing a call be sure of the number. Wrong numbers can be embarrasing. If 
you are in doubt, you will find it pays to look up the number before you call. 

11. Be ready to talk when the called person answers as most calls go through without 
delay, it is not only courteous but saves you time. 

12. Ask if it is convenient to talk. You would not break into a conference in an 

office. This same rule of etiquette applies over the telephone. It is a matter of 

courtesy to inquire of the person you call whether it is a convenient time to 
talk. 

13. Do not raise your voice. Shouting distorts your voice over the telephone. The 

telephone is tuned to a normal tone of voice and loud ones cause it to blur. A 

loud voice sounds gruff and unpleasant. 

14. Identify yourself imnediately to the first person answering your call. 

15. Be attentive. The person to whom you are talking will appreciate your listening 

politely and attentively. You would not interrupt in a face-to-face conversation, 
the same rules apply in telephone conversations. 

16. Use your caller's name frequently. There is no sweeter music to another person 
than the sound of his or her own name. Use good judgement in determining when to 
address a caller on a first-name basis. 

17. Plan an effective conversation. Get your thoughts in order before you call. Try 

to complete your business on one call by securing the information you want or by 

leaving a message. 

18. Apologize for mistakes. When you receive a wrong number do not bang down the 
receiver. Instead, apologize for calling by mistake. It is equally courteous to 
be pleasant when someone calls by mistake. 

19. Who should end the call? Usually the person who originates the call ends the 
conversation• 

20. Hang up gently. Slamming the receiver is as discourteous as slanming the door. 
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TELBOCMIDNIGATICWS 


Information 727-9896 


I. SERVICES PROVIDED 

A. Telephone installation and repair 

B. Telex installation and repair (both telex purchases and telex 
rentals) 

C. Supervision of all telex operators 

D. Publication of the company telephone directory 

E. Analysis of Atari’s future conmunication needs 

F. Installation and purchase of facsimile equipment 


II. TELEX STATION EXTENSIONS 


Building 

phone number 


30 

942-6515 



590 

942-3800 

or 

942-3854 

700 

980-5475 

or 

980-5405 

735 

942-3159 



790 

942-3111 



1105 

745-2018 



1173 

747-4003 



1215 

745-2453 



1235 

743-6909 

or 

743-6902 

1265 

745-4734 



1272 

745-2495 



1320 

745-5501 



1399 

745-2185 



2710 

942-6566 



2820 

945-7385 



2952 

970-4501 



3900 

988-7953 



4701 

970-4527 




III. BUILDING STATION EXTENSIONS 

Please refer to your telephone directory for a list of Atari’s Santa 
Clara Valley locations and phone numbers. 

Note : Telecommunications is a subgroup of the Facilities Department. 
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A 

ATARI 


REQ. NO. 000004 

TELECOMMUNICATIONS WORK ORDER REQUEST 


(PLEASE TYPE) 

REQUESTOR 

CD 

SERVICE LOCATION 

(h _ 

DEPARTMENT NAME AND NO. "- 

_£>_ 

ACCESS 

0) ~ 

PHONE NO. 



FOR TELECOMMUNICATIONS USE ONL Y 


DATE RECEIVED 



SERVICE REQUESTED STANDARD COMPLETION LEAD TIMES 


1-5 Phones 5 Working Days 
6 - 10 Phones 10 Working Days 

11 - 15 Phones 15 Working Days 

16 - 20 Phones 20 Working Days 

21 Or More Phones is Negotiated 



APPROVALS 


Supervisor 


Manager 


Director . 


Vice President 


President 


DESCRIPTION OF REQUEST 



FACILITIES WORK ORDER NO. 


FOR TELECOMMUNICATIONS USE ONL Y 


DUE DATE 


□ Telepoles Required 

□ Putlwires Required 

Q Panel Rearrangement Or Construction Required 

□ Floor Plans Attached 

□ Install Instructions Attached 


TOTAL STATIONS TO BE WORKED 


DOCUMENTATION CH ECK LIST 


1) OPX D YES - ADDRESS □ 

2) SMDR O YES - INSTALL DATE □ 

3) EXT. REASSIGN EDO YES (ATTACH) □ 

4) NAME, TELEPHONE; DEPT. LIST ATTACHED O 


ITEMIZED CHANGES BY STATION i.e, P/U, COML, Set Size 



White - Communications • Green - Requestor Acknowledgement • Canary - Access 
» Pink - Follow-up * Goldenrod - Documentation 


3A536 (1/43) 

















































TELmMIUNICATICWS 


IV. TELECOMMUNICATIONS WORK ORDER FORM 


All requests for telephone work or telephone credit cards should be 

submitted on a Telecorrmuncations Work Order Request. 

To submit the form, complete only the unshaded areas as follows: 

(1) REQUESTOR 1 S NAME 

(2) LOCATION WHERE WORK IS TO BE DONE 

(3) DEPARTMENT NAME AND NUMBER TO BE CHARGED FOR REQUEST 

(4) INDIVIDUAL WHO WILL BE THE ON SITE CONTACT FOR WORK REQUEST 

(5) PHONE NUMBER OF ON SITE CONTACT 

(6) KS NUMBER AND IDENTIFYING LETTER(S) APPEARING ON TELEPHONE (S) ON 

WHICH WORK IS REQUESTED WHERE APPLICABLE 

(7) CHECK APPROPRIATE BOX 

(8) PROVIDE BRIEF DESCRIPTION OF REQUEST 

(9) AS CURRENTLY REQUIRED IN EACH DIVISION 

Upon completion of the form, the requestor should retain the green copy 
for his files and mail the form to the Telecommunications Department, 
3900 Freedom Circle. The REQ. NO. in the box in the upper right hand 
corner is provided for the requestor as a reference number for inquiries 
regarding the status of the order. 

When the order has been processed, the individual listed as the access 
will receive the canary copy of the form, complete with due date and 

instructions for the telephone installer where applicable. 

PLEASE NOTE: The standard completion lead times apply from the time the 

order is placed by the Telecommunications Department. 

Please call the Central Telecommunications number, 727-9896 with any 

questions regarding the use of the form, requests for additional forms or 
status of an order or phone useage in general. Additional forms can also 
be obtained from the Forms Department. 
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TKLBOCMIDNIGATICNS 


V. REQUEST/CHANGE OF TELEPHONE DIRECTORY 

For requesting a directory, indicating changes or additions, please use 
the directory update form below. You will find this form in the front of 
an Atari Directory or contact 727-9927, Communications Department. 


DIRECTORY UPDATE 

If you have made any changes that affect your 
telephone number and/or building location, 
please fill out the following information and 
send it to Telecommunications at 3900 Freedom 
Circle. 

If you have changes in your name and/or Depart¬ 
ment number, please remember to send that infor¬ 
mation to Records on an E.A.R. (Employee Action 
Report) form. They are located at 3900 Freedom Cir. 


Name 

Tele. # 

Bldg.# 

Dept. # 

Ettp. # 

Change 

Addition 


Name 

Tele.# 

Bldg.# 

Dept.# 

Ehp. # 

Change 

Addition 


02/01/83 
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FINISHED GOODS RELEASE 
(FGR) 


60. W. Plumeria Finance Department 942-3973 


I. GENERAL INFORMATION 

A. A finished goods release (FGR) form is used for acquiring Atari-made 
computer products for internal JOB RELATED use only. 


II. PROCEDURE 

A. Fill out Finished Good Release Form #3M188. 

B. Use the Part Number List for part number reference. 

C. Signatures needeed: 

1. Department Manager/Supervisor 

2. Functional V.P. 

D. Send completed/signed form to: 

Finance Department 
Building 60 

E. You will be notified when the material requested is ready for pick-up. 

F. Material and FGR Invoice will be together upon pick-up. 

G. For status inquiries, call 942-3973. 
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0785 


FINISHED GOODS RELEASE 




ATARI 


ORIGINATING ADDRESS (COMPLETED BY WAREHOUSE) 

DATE ISSUED 

REQUESTED DELIVERY DATE 



_CD_ 1 


SHIP TO: 


ADDRESS 




CITY.STATE.ZIP CODE 


FROM DEPT./ACCT. NO. 
(COMPLETED BY FINANCE) 


TO DEPT./ACCT. NO. 

(COMPLETED BY REQUESTOR) 


AMPS 

i 

3 

G/L 

1 

FREIGHT 

B 

Prepaid" - 06 28 

Collect 


STATUS 

(COMPLETED BY^£^UESTOR) 
□ LOAN 


CD 


RETURN DATE. 


TYPE 

^COMPLETED BY FINANCE) 
CD NEW 

I I RECONDITIONED 


JUSTIFICATION 

(REQUIRED IF BOX NO. 18 IS CHECKED) 



LJ NO-CHARGE 

© 



PRODUCT LISED BELOW IS BEING RELEASED FOR: (REQUESTOR: CHECK 1 

BOX, FOR INTERNATIONAL CHECK 2 BOXES) 


( 11. Software Development - External 

[ |7. Business Development - External 

□ 13. Employees-Job Related - Home 


(~]2. Hardware Engineering - External 

f [8. Advertising 

□ 14. Employees Executive 

<1 

| |3. Hardware Engineering-Internal 

| |9. Sales Training Centers 

□ 15. International - Check Reason 


1 14. Regional Centers 

□ 10.Atari Institute 

□ 16. Corporate Administration 


| ]5. Public Relations 

□ 11. Trade Shows 

□ 17. Prizes / Awards 


| |6. Sales Promo/Test & Evaluation 

□ 12.Employees - Job Related - Office 

□ 18. Other 



QTY . 

REQUESTED 

PART NUMBER 

DESCRIPTION 

SERIAL NUMBER 

QTY. 

ISSUED 

“TT 



Gj _ 

1 1 1 1 1 1 1 1 



1 1 1 1 1 1 1 1 1 


1 1 1 1 1 1 1 1 



1 1 1 1 1 1 1 1 1 1.. 


1 1 1 1 1 1 1 1 



1 1 1 1 1 1 1 1 1 1 


1 1 1 1 1 1 1 1 



1 1 1 1 1 1 1 1 1 1 


.. 



1 1 1 1 1 1 1 1 1 1 


1 1 1 1 1 1 1 1 



1 1 1 1 1 1_1_1_1_1_ 


_ 1 _ 1 _LJ_ 1 _ 1 _ 1 1 


CARRIER 

PIECES 

WEIGHT 

SHIPPING CLERK 

DATE SHIPPED 

FRT. CHGS. 

SPECIAL INSTRUCTIONS 

RECEIVED BY DATE 


APPROVALS 


ORIGINATOR 

CO 

~"6S) 

° AT ‘(D 




FINANCE APPROVAL. 

EXT. 

DATE 

INVENTbT^Y CONTROL 

EXT. 



O A Q 3M188 (1-82) 

A Wwnw CammunicihoM U)mo«n» HO 

White -Finance Green - Data Control Canary - Packing List Pink - Inventory Control G'rod - Finance 






































FINISHED GOODS RELEASE FORM 
(#3M188) 


1. Fill in requested delivery date. 

2. Name and building location. 

3. Enter Department and account number equipment 
is to be charged to. 

4. Indicate Status, with return date if 
applicable. 

5. Check the appropriate box. 

5A• If No. 18 Other is checked, write 
justification here. 

6. Enter quantity of equipment requested. 

7. Enter complete part number from the 
Interdivision Product Part Number list. 

8. Enter equipment description from the 
Interdivision Product Part Number list. 

9. Your signature. 

10. Enter your phone number. 

11. Enter the current date. 

12. Approval signature(s) and current date(requires 
department manager and functional Vice 
President). 

13. Enter phone number of supervisor/manager 
approving form. 
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INTERDIVISION PRODUCT PART NUMBER 

(FOR USE WITH FGR FORM 3M188) 


PRODUCT CODE 

PART NUMBER 

DESCRIPTION 

HARDWARE/NEW 

BASE UNITS 

(DOMESTIC ONLY) 


A-400M 

CA014141-04 

400M BAS COMP 16K 

A-400M 

CA014141—06 

400 BAS COMP 16K 

A-800M 

CA014146—06 

800 BAS COMP 48K 

A-800M 

CA014146-07 

800 BAS COMP 48K 

1200XL 

CA061017-01 

1200 BAS COMP 64K 

PERIPHERALS 

A-810T 

CA014139-02 

810 DISK DRIVE-TDN 

A-810M 

CA014139-03 

810 DISK DRIVE-MPI 

A—825 

CA015362—02 

825 80 COL PRINTER 

A—410 

CA014301-10 

410 PROG REC 0 T C 

A—820 

CA014140-01 

820 40 COL PRINTER 

A-822 

CA015997-02 

822 THERM PRINTER 

A—830 

CA015363—02 

830 ACOUSTIC MODEM 

A-835 

CA061266-00 

835 ACOUSTIC MODEM 

A—850 

CA015393—02 

850 INTERFACE MODEM 

1010 

CA060594—01 

1010 PROG REC-CHEL 

1010 

CA060594—02 

1010 PROG REC-SANY 

1020 

CA060626-01 

1020 40COL CLR PTR 

1025 

CA060412-01 

1025 80COL PRINTER 

1050 

CA061271—01 

1050 DISK DRIVE 

HARDWARE/RECONDITIONED 


BASE UNITS 

A-400M 

CR014141 

400M BAS COMP 16K 

A—800 

CR014146 

800 BAS COMP 48K 

PERIPHERALS 

A—810 

CR014139 

810 DISK DRIVE 

A-825 

CR015362 

825 80 COL PRINTER 

A—410 

CR014301 

410 PROG RECORDER 

A-820 

CR014140 

820 40 COL PRINTER 

A-822 

CR015997 

822 THERM PRINTER 

A-830 

CR015363 

830 ACOUSTIC MODEM 

A-850 

CR015393 

850 INTERFACE MOD 
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INTERDIVISION PRODUCT PART NUMBER 

(FOR USE WITH FGR FORM 3M188) 


PRODUCT CODE 


PART NUMBER 


ACCESSORIES/BOOKS & MANUALS 


ACCESSORIES 


DESCRIPTION 


CX—30—04 

CA012760—04 

CS-40 

CA012994—03 

CX—40—04 

CA012994—04 
CA014134—03 
CA014746 
CA014748 

CX—8100 

CA014862-00 

CX—8104 

CA014862—04 

CX—8117 

CA014862—17 

CX-81 

CA015900—01 

CX—86 

CA015900—02 

CX—87 

CA015900—03 

CX-88 

CA015900—04 

CX—89 

CA015900—05 

CX—82 

CA015900-06 

CX—4198 

CA016061 
CA016087 
CA016376—02 
CA016751 
CA017964 

CX-85 

CA060143-01 
CA061540—01 
CA061541-01 
CA061543—01 
C014062 
C014854 
C016233 
C017945 

CX—303 

C060111 

CX-302 

C060112 


PADDLE CONT-PAIR 
JOYSTICK CONT-SING 
JOYSTICK CONT-PAIR 
16K RAM MODULE 
TV SWITCH BOX 
POWER ADPTR (OBS) 
SING DENS BLK DISK 
MASTER DISKETTE II 
IN-STORE DEMO DISK 
I/O DATA CORD-5 FT 
825 PRINTER CABLE 
830 MODEM CABLE 
INTER/TERM CABLE 
MNTR CABLE-COLOR 
MNTR CABLE-B&W 
DEMO CASSETTE (PK) 
825 PTR RIBBON (3) 
822 TRML PTR PAPER 
PWR ADAPT 830 A/M 
810 POWER ADAPTER 
NUMERICAL KEYPAD 
1020 CLR PENS STD. 
1020 CLR PENS BLK 
1020 PTR PAPER 
820 PRINTER PAPER 
820 PRINTER RIBBON 
825 PTR PAPER ROLL 
PWER ADAPTOR A.C. 
400 DEMO VID-BETA 
400 DEMO VID-VHS 


BOOKS & MANUALS 


C014385 

ATARI BASIC-WILEY 

C014760 

810 

OPTRS MAN—OBSO 

C014762 

820 

OPERATORS MAN 

C014768 

400 

OPTRS MAN—OBSO 

C014769 

800 

OPTRS MAN—OBSO 

C014810 

410 

OPTRS MAN—OBSO 

C015307 

ATARI BAS REF MAN 

C015506 

825 

OPERATORS MAN 

C015953 

850 

OPTRS MAN—OBSO 








INTERDIVISION PRODUCT PART NUMBER 

(FOR USE WITH FGR FORM 3M188) 


PRODUCT CODE 

PART NUMBER 

DESCRIPTION 


BOOKS & MANAUALS (con't) 




C015954 

822 OPERATORS MAN 



C016347 

810 DISK OP SYS II 



C016555 

400/800 TECH NOTES 



C017535 

ATARI PRODUCT CAT 



C017651 

850 OPERATORS MAN 



C017652 

850 TECHNICAL MAN 



C017668—03 

ATARI CONN-FALL'81 



C017668-04 

ATARI CONN—XMAS'81 



C017668-05 

ATARI CONN—SPRG'82 



C017668-06 

ATARI CONN—SUMR'82 



C017668—07 

ATARI CONN-FALL'82 



C017668—08 

ATARI CONN—XMAS'82 



C017668-09 

ATARI CONN—SPRG'83 



C017711 

400 OWNER'S GUIDE 



C017809 

PILOT PRIMER 



C017811 

STUDENT PILOT REF 



C017893 

OP SYS SOURCE LIST 



C017894 

DISK OP SYS UTIL 



C060004 

COMP FOR PEOPLE 



C060018 

ATARI SPECIAL ADDS 



C060054 

INT TO DISK OP SYS 



C060055 

410 OWNER * S GUIDE 



C060056 

810 OWNER *S GUIDE 



C060057 

800 OWNER*S GUIDE 



C060992 

INSIDE ATARI BASIC 


SOFTWARE 




CARTRIDGES 




CXL-4001 

CA014131-01 

EDUCATION 


CXL-4002 

CA014131—02 

BASIC COMP LANG 


CXL-4003 

CA014131-03 

ASSEMBLER EDITOR 


CXL-4004 

CA014131—04 

BASKETBALL 


CXL-4005 

CA014131—05 

VIDEO EASEL 


CXL-4006 

CA014131—06 

SUPER BREAKOUT 


CXL-4007 

CA014131-07 

MUSIC COMPOSER 


CXL-4008 

CA014131—08 

SPACE INVADERS 


CXL-4009 

CA014131—09 

COMPUTER CHESS 


CXL-4010 

CA014131—10 

3-D TIC-TAC-TOE 


CXL-4011 

CA014131—11 

STAR RAIDERS 


CXL-4012 

CA014131-12 

MISSILE COMMAND 


CXL-4013 

CA014131—13 

ASTEROIDS 


CXL-4015 

CA014131—15 

TELELINK 1 
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INTERDIVISION PRODUCT PART NUMBER 

(FOR USE WITH FGR FORM 3M188) 


PRODUCT CODE 

PART NUMBER 

DESCRIPTION 

CARTRIDGES 

(con't) 


CXL-4016 

Ca014131-16 

TELELINK 2 

CXL-4017 

CA014131-17 

PASCAL 

CXL-4018 

CA014131—18 

PILOT-HOME 

CXL-4019 

CA014131-19 

POP DEMO CART 

CXL-4020 

CA014131—20 

CENTIPEDE 

RX—8021 

CA014131-21 

CAVERNS OF MARS 

CXL-4022 

CA014131-22 

PAC MAN 

CXL-4024 

CA014131-24 

GALAXIAN 

CXL-4025 

CA014131—25 

DEFENDER 

RX-8026 

CA014131—26 

DIG DUG 

CXL-4027 

CA014131—27 

QIX 

RX—8030 

CA014131-30 

E.T. PHONE HOME 

RX—8031 

CA014131—31 

DONKEY KONG 

RX-8036 

CA014131-36 

ATARI WRITER 

RX-8037 

CA014131—37 

STAR TRUX 

RX-8038 

CA014131-38 

SUPERMAN III 

RX—8039 

CA014131-39 

EASTERN FRONT 

CASSETTES 

CX—4101 

CA014852-01 

INVIT TO PROG 1 

CX-4102 

CA014852-02 

KINGDOM 

CX-4103 

CA014852-03 

STATISTICS 1 

CX—4104 

CA014852—04 

MAILING LISTS 

CX—4105 

CA014852-05 

BLACKJACK 

CX—4106 

CA014852-06 

INVIT TO PROG 2 

CX—4107 

CA014852-07 

BIORHYTHM 

CX—4108 

CA014852—08 

HANGMAN 

CX—4109 

CA014852—09 

GRAPH IT 

CX—4110 

CA014852-10 

TOUCH TYPING 

CX—4111 

CA014852-11 

SPACE INVADERS 

CX—4112 

CA014852—12 

STATES & CAPITALS 

CX—4114 

CA014852—14 

EUROPEAN COUN/CAPS 

CX—4115 

CA014852-15 

MORGAG/LOAN ANALY 

CX—4117 

CA014852—17 

INVIT TO PROG 3 

CX—4118 

CA014852—18 

CONVER GERMAN 

.CX-4119 

CA014852-19 

CONVER FRENCH 

CX—4120 

CA014852—20 

CONVER SPANISH 

CX—4121 

CA014852—21 

ENERGY CZAR 

CX—4123 

CA015852—23 

SCRAM 

CX—4125 

CA014852—25 

CONVER ITALIAN 

CX—4126 

CA014852—26 

ATARI SPEED READ 1 G 

CX—4129 

CA014852—29 

JUGGLES RAINBOW 

CX—4130 

CA014852—30 

JUGGLES HOUSE 

TX—9035 

N/A 

MICKEY'S GREAT OUT 









INTERDIVISION PRODUCT PART NUMBER 

(FOR USE WITH FGR FORM 3M188) 


PRODUCT CODE 

PART NUMBER 

DESCRIPTION 

DISKETTES 

CX—8102 

CA014862-02 

CALCULATOR 

CX-8106 

CA014862—06 

BOND ANALYSIS 

CX—8107 

CA014862-07 

STOCK ANALYSIS 

CX-8108 

CA014862-08 

STOCK CHARTING 

CX—8121 

CA014862—21 

MACRO ASSEMBLER 

CX-8126 

CA014862-26 

MICROSOFT BASIC I 

AX-2025 

N/A 

MICROSOFT BASIC II 

CX-8130 

CA014862—30 

CAVERNS OF MARS 

CX-8135 

CA014862-35 

MY 1st ALPHABET 

CX-8137 

CA014862—37 

JUGGLES RAINBOW 

CX—8138 

CA014862—38 

JUGGLES HOUSE 

DX—5047 

CA014862-47 

TIME WISE 

DX-5048 

CA014862-48 

PAINT 

DX—5049 

CA014862-49 

VISICALC 

DX-5050 

CA014862—50 

MICKEY'S GREAT OUT 

j 

PACKAGES 

CX—401 

CA016984—01 

GENERAL ACCT'G SYS 

CX—404 

CA016984—04 

ATARI WORD PROCESS 

CX-405 

CA016984—05 

PILOT EDUCATOR 

CX—406 

CA016984—06 

PERS FIN MNGT SYS 

CX-412 

CA016984—12 

DOW JONES INV EVAL 

CX—414 

CA016984—14 

BOOKKEEPER 

CX-415 

CA016984—15 

HOME FILING MGR 

CX-421 

CA016984-21 

FAMILY FINANCES 

KITS 

CX—418 

CA016984—18 

THE HOME MANAGER 

CX-419 

CA016984-19 

THE BOOKKEEPER 

CX—481 

CA016984-81 

THE ENTERTAINER-MC 

CX—482 

CA016984-82 

THE EDUCATOR 

CX-483 

CA016984-83 

THE PROGRAMMER 

CX—484 

CA016984-84 

THE COMMUNICATOR 

KX—7101 

CA016984—90 

THE ENTERTAINER-PM 

CX-491 

CA016984-91 

THE PROGRAMMER 

_ i 
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INTERNAL SERVICE AUTHORIZATION 

(Form 3S128) 


A. 

ATARI 


INTERNAL SERVICE 
AUTHORIZATION 


INSTRUCTIONS 

1. Complete this form for repair of Internal Atari Product 
Complete all unshaded areas. 

2. Obtain manager's approval prior to submitting. 

3. Submit completed request to Consumer Product 
Service Regional Service Center with defective 


DEPT. NAME /^\ 

CO 




D-EPT. NO* 

REQUESTOR 

CO 

LOCA^OFT 

CO 

,XT © 

“ T ‘0 


DATE RECEIVED • . 

DEPT. MGR. SIGNATURE 

x_L22 







QTV. 

MODEL NO. 

DESCRIPTION 

SERIAL NO. 

wtv* : 

STATUS 1 

AGNOSTIC;-0-- 
•: FEE - 

REPAIR: FEE 

U EXT^ TOTAL 'JtL 

RSI 



MtMII 

















MWHi 




















INTERNAL SERVICE RATES: 

MODEL NO. DIAGNOSTIC FEE REPAIR FEE 

MODEL NO. DIAGNOSTIC FEE REPAIR FEE 

qilftTHTA! 

400 

410 

800 

810 

$15 
$ 8 
$15 
$11 
$11 
$11 
$11 

$ 64 
$ 30 
$ 75 
$ 94 
$45 
$ 45 
$113 

2600 0 

2600 A 0 

$30 

$30 

FBElfSHT 

820 

822 

825 

| C . LMHUIMUO 1 IL. PCC WILL DC LHAMUCU UINLT 

IF NO REPAIR IS NEEDED. 

INTFRNAI SPBVIOP R ATP5 ARP Ql IR.IPCT 

TOTAL 

830 

850 

$ 8 
$11 

$ 38 
$ 38 


TO CHANGE WITHOUT NOTICE. 



O 


A Warn** Communication* Company 


White - Originator Green - Consumer Product Service Finance Canary - Region 


3S128 (4-82) 
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CUSTOMER SERVICE CENTER 


1312 Crossman Information 745-4851 

Hours: 8:00 a.m. - 5:00 p.m., Monday through Friday 


I. SERVICES PROVIDED: 

A. Repair and maintenance for all Atari products, local and regional. 

B. Repair and maintenance for in-house Atari products. 


II. GENERAL INFORMATION: Internal Service Authorization (Form 3S128) 

A. For any replacement or repair of an Atari product being used for in-house 
purposes an Internal Service Authorization form must accompany item being 
repaired. 

B. The department manager’s authorization is required for authorization. 

C. All products to be repaired must be delivered to the Customer Service 
Center. 

D. The requesting department will be charged for repairs to equipment. A 
30-day warranty is issued for the product after the repair is completed 
and the product is picked-up. 

E. An invoice is issued when the product is delivered to the service center. 
Use the invoice number when calling about product pick-up, completed 
repairs, etc. 

F. Allow at least 5 working days for repair. 

III. INTERNAL SERVICE AUTHORIZATION FORM (3S128): 

1. Name of the department requesting service. 

2. Department number and account number to be charged for repair service. 

3. Name of division that requestor is working for. 

4. Name of requestor. 

5. Building in which requestor is located. 

6. Phone number of requestor. 

7. Date of request. 

8. Department manager’s signature. 

9. Quantity of each item to be repaired. 

10. Model number of product. 

11. Description of the product(s). 

12. Serial number of product. (Usually located on back or bottom of product) 

** The remainder is filled out by Customer Service. 
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POOD SERVICES 


Location of Cafeterias 


1215 Borregas 

745-2273 

or 

745—4446 

1272 Borregas 

745-2949 

or 

745-2662 

1399 Moffett Park 

745-4423 

or 

745-4424 

790 Sycamore 

942-3125 



2710 N. 1st 

942-3943 



2455 Augustine 

980-0543 



1501 McCarthy 

942-7164 



Food Services 

745-2407 



Contractor, Food Service 

745-2273 



Contractor Catering 

745-4446 




I. SERVICES 

A. Cafeteria Hours and Menus: Contact the applicable cafeteria manager at 
the phone number(s) above. 

B. Catering Conferences or Meetings at Atari Locations: Contact the Con¬ 
tractor Catering Director for quotation. 

C. Coffee Stations: 

1. Coffee, tea, and hot chocolate provided free of cost for employees. 

2. Contact the Contractor directly for service. 

3. The Contractor name and phone number is listed on sticker(s) at 
station. 

D. Food Cart: Direct all requests or complaints to the Contractor Food 

Service Director. 

E. Food Equipment (Vending Machines): 

1. Contact the Contractor directly for service. 

2. The Contractor name and phone number is listed on sticker(s) attached 
to the vending machine. 

F. Mobile Caterers 

1. Direct all requests to the Mobile Driver. 

2. Direct all complaints or requests for mobile service to the Director 
of Food Services. 

II. GENERAL INFORMATION 

A. When there is unsatisfactory action by a contractor, contact the 
Director of Food Services. 

B. Atari subsidizes most food for the benefit of employees. 
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POOD SERVICES 


III. CATERING 

A. Atari Food Service has developed a catering program to simplify planning 
and offer quality service at a reasonable cost. You can design the menu 
selections for all types of services including breakfast, lunches, 
dinners, parties, barbecues, or any company event. 

B. To receive a copy of the Atari Catering Guide call Food Service at 
745-2407. 

C. Catering for 25 people or less, your order must be placed at least two 
working days in advance of the event. 

D. Catering for more than 25 people, your order must be placed at least 
three working days in advance of the event. 

E. Fourty-eight (48) hours advance notice is needed for changes in arrange¬ 
ments. Preparations do allow you to serve up to 10% more people then 
were planned to attend. 

F. Submission of a Food Service and Equipment Requisition (form #3A392R1) 
with the signature(s) of the person(s) (must be Vice President level or 
above) authorizing the event is required. Note: Cafeteria cashiers have 
been instructed not to charge refreshments to departments. Refeshments 
taken through the cafeteria cashier line are on a cash only basis. 

G. The following charges are not included in the menu prices and will be 
added to the total bill: 

1. A $5.00 service charge for order delivery within the same building as 
the cafeteria. 

2. A $10.00 service charge for catering delivery to other buildings. 

3. Replacement costs for any equipment that is damaged or not returned. 

H. A cancellation charge equal to 10% of the total cost of the order for 
cancellations made 24 hours before the scheduled event. 

I. A cancellation charge equal to 100% of the total cost of the order for 
cancellations made less than 8 hours before the scheduled event. 
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POOD SERVICES 


To schedule contact Catering at 745-4446 with the following information: 

1. Name and phone number of the person in charge of arranging the event. 

2. Name and title of the person authorizing the event (must be Vice 
President level or above). 

3. Department's name and number. 

4. The account number to be charged. 

5. The location and room number of the event. 

6. The date and time of the event. 

7. The time "set-up" preparations can begin. 

8. The time "clean-up" can begin after the event. 

9. Estimated number of people planned to attend. 

10. Purpose of the event. 


60 




FORM (XSNTRQL SERVICES 


Form/Graphic Design 745-2702/2076 1196 Borregas 

Form Supply Request 745-2075 


I. SERVICES PROVIDED 

A. Form/Graphic Design 

1. Design of forms, brochures, pamphlets, stationary, labels, 
intercompany advertising and related graphics projects. 

2. Revisions to existing forms by request. 

3. Cataloging of forms designed and implemented through the Forms 
Services Department. 

4. To request form/graphic design services complete a Forms Service 
Request Form, management approval is required. 

B. Pre-printed Form Supply 

1. Forms Services maintains a supply of existing pre-printed forms. A 
list of existing forms begins on page 65. 

2. Fill out a Forms Supply Request and submit to Forms Control. 

3. Allow 5-7 days for processing and delivery. 

C. Atari Personalized Notepads. 

1. Forms Services does design and typesetting for personalized notepads. 

2. To request personalized notepads fill out a Personalized Notepad 
Request (Form 3P038). The form must be approved by your Manager. 

NOTE: The form must be typed, information exactness is requestor* s 

responsibility. Ten notepads will be issued for each name requested. 

3. Allow 11/2-2 weeks for processing and delivery. 
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FORM SUPPLY REQUEST 

(Form 3S128) 


A. 

ATARI 


CO P |U| CIJPP LY R PO U EST A,,ow 5 ■ 7 workin 9 da v s for processing. 

1 WB11WB WWB ■ kl 1 li-WWfc-W ■ submit intact to Forms 1196. 


REQUESTED BV ^ 

_CO_ 

G) 

DEPARTMENT NO. 

(4 ) 

DIVISION 

(5 ) 

REQUEST DATE 

C 6 ) 


Forms will be delivered to you. 


location 

a) 


AUTHORIZED 


CATALOG 
_NO._ 


DESCRIPTION OF MATERIAL 


QUANTITY 

ISSUED 



* Warn** Commumcanons Corroany 


White - Forms Management Canary - Response Pink - Packing Slip 


3A047 R1 (7-81) 
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FORM SUPPLY REQUEST 

(FORM 3A047) 


(To be used in conjunction with the Corporate Services Catalog) 

Type or print the information clearly 


1. Enter requestor's name. 

2. Enter requestor's number and extension. 

3. Enter the building location where forms are to be delivered. 

4. Department number of requestor. 

5. Enter requestor's division name. 

6. Date form is submitted. 

7. Department manager/supervisor's signture. 

8. Record the form or item identifier number from the "FORM NO." column of the 
Corporate Services Catalog or from the number appearing on the form or item 
itself. 

9. Enter the form or item title or description. 

NOTE: If the request is for a form not listed in the Corporate 
Services Catalog, a sample of the form MUST be attached to 
the request . 

10. Enter number based on the "UNIT OF ISSUE" listed in the Corporate Services 
Catalog. 

NOTE: For quantities less than a "UNIT OF ISSUE" ("other than 
each"), list amount desired. 

^QUANTITY ISSUED — Completed by Forms Services. 

11. Record any additional (pertinent) information, e.g. specific place in the 
requestor's building to deliver forms. 

**ISSUED BY/DATE — Completed by Forms Services. 


63 




PERSONALIZED MEMO PAD REQUEST 


ATARI 


INSTRUCTIONS 

1. Prepare typewritten. 

Information exactness is requestor's responsibili^ 

2. Obtain manager approval prior to submitting. 

3. Submit form to: Forms Department 

Building 1196 

Your pads will be delivered to you. 


REQUESTED BY 


TELEPHONE NO. ILOCATION I DATE SUBMITTED 


MGR. APPROVAL 


DIVISION 


DEPT. NO. 


10 PADS PER NAME. TELEPHONE NUMBER OPTIONAL. 


o A Warner Communications Company 


NAME 


NAME 


NAME 

TELEPHONE NUMBER 


TELEPHONE NUMBER 


TELEPHONE NUMBER 

NAME 


NAME 


NAME 

TELEPHONE NUMBER 


TELEPHONE NUMBER 


TELEPHONE NUMBER 

NAME 


NAME 

■ 

NAME 

TELEPHONE NUMBER 


TELEPHONE NUMBER 


TELEPHONE NUMBER 

NAME 


NAME 


NAME 

TELEPHONE NUMBER 


TELEPHONE NUMBER 


TELEPHONE NUMBER 


White - Forms Department Use Yellow - Requestor Copy 


3P038 (12-J 


A 

ATARI 


COPY MACHINE 
SUPPLY REQUEST 


Allow 3 - 5 working days for processing. 
Submit intact to Forms Control - 1196. 
Your supplies will be delivered to you. 


REQUESTED BY 

TELEPHONE NO. 

DEPT. NO. 

REQUEST DATE 

LOCATION 

TYPE & MODEL OF EQUIPMENT 

MACHINE LOCATION IN BUILDING 

AUTHORIZED BY DATE 


CATALOG NUMBER 

DESCRIPTION OF MATERIAL 

QTY. REQUESTED 

QTY. ISSUED 



o 


Green - Forms Management Blue - Response Goldenrod - Packing Slip 


3A547 (2-83) 

































































FUNCTION 


Administration 


ALPHABETIC LISTING 


FORM NO. 


FORM TITLE 


UNIT/ISSUE 


3A300 
1A419 
1A207 
3A027 
1A023 
3A143 
1A090 
1A174 
1A117 
1A416 
1A039 
3A141 
1A414 
1A140 
1A184 
1A432 
1A466 
1A150 
5A144 
3A386 
3A138 
3A346 
3A413 
3A418 
3A433 
3A025 
8A105 
SA227 
1A079 
1A345 
1A229 
1A460 
1A171 
1A360 
1A013 
3A371 
1A221 
3A367 
1A470 
1A176 
1A196 
1A444 
1A163 
6A309 
1A431 
3A052 
3A068 
1A145 
1A432 
1A47S 
1A479 
3A368 
3A353 
1AO16 
3A050 


MEDICAL ACCIDENT REPORT PKG/lOO 

ACTIVITY REPORT - SECURITY EACH 

APPLICANT AFFIRMATIVE ACTION DATA EACH 

AREA ORIENTATION PKG/lOO 

ATTENDANCE RECORD EACH 

BACKGROUND INVESTIGATION REPORT PKG/100 

BADGE RECORD - SECURITY EACH 

BLOOD PRESSURE RECORD - DISPENSARY EACH 

BUILDING LOCATIONS MAP - MOFFETT PARK EACH 

BUILDING LOCATIONS MAP - SANTA CLARA VALLEY EACH 

BUILDING LOG- SECURITY EACH 

CAB/TAXI AUTHORIZATION - SUNNYVALE YELLOW PKG/lOO 

CANDIDATE ACTIVIEY SHEET EACH 

CMC BATCH IDENTIFICATION EACH 

COLLEGE APPLICANT APPRAISAL EACH 

COLLEGE BULLETIN REQUEST CARD - PERSONNEL EACH 

COLLEGE CERTIFICATE PROGRAM ENROLLMENT EACH 

COMPANY SERVICES MAP/DIRECTORY EACH 

COMPANY STORE BULLETIN FORMAT REAM/500 

COMPANY STORE GIFT CERTIFICATE - -CO. STORE ONLY EACH 

COMPANY STORE SALES ORDER - CO, STORE ONLY PKG/lOO 

COMPANY STORE SALES ORDER - PCS - CO. STORE ONLY PKG/lOO 

COMPANY STORE SHIPPING DECLARATION PKG/lOO 

COMPANY STORE SALES ORDER - MILPITAS - CO. STORE ONLY PKG/lOO 

COMPANY STORE TRANSFER ORDER - CO. STORE ONLY PKG/lOO 

CONFIDENTIAL.INFORMATION AGREEMENT PKG/lOO 

'"CONFIDENTIAL" ENVELOPE STICKERS - EXECUTIVES & PERSONNEL ROLL/50 
COMPANY STORE ARTICLE TAG EACH 

CONFIDENTIAL INFORMATION RELEASE REQUEST EACH 

CONFERENCE ROOM SCHEDULE - 1265 EACH 

CONSENT TO SEARCH - SECURITY EACH 

COPIER EQUIPMENT REQUEST EACH 

CONTINUATION SHEET - SECURITY EACH 

CORPORATE FACILITIES DOCUMENT TAG EACH 

CREDIT VERIFICATION REQUEST EACH 

CREDIT UNION - COLUMBIA WARNER FEDERAL SLIP PKG/lOO 

CREDIT UNION SHARE WITHDRAWL REQUEST EACH 

DAILY RECEIVING LOG - CORPORATE DISTRIBUTION PKG/lOO 

DATABASE AUDIT LOG - PAYROLL EACH 

DECLINED OFFER LOG EACH 

DENTAL SUB CLAIM TAG - PERSONNEL EACH 

DIRECTIVE MEMO CARD (CAN BE PERSONALIZED) EACH 

DISPATCH LOG - SECURITY EACH 

DISPENSARY LOG PAD/100 

DISPENSARY LOG - EL PASO PAD/100 

DISPENSARY MEDICAL REPORT PKG/lOO 

DISPENSARY PASS PKG/25 

DISPENSARY REPORT EACH 

DISPENSARY REPORT - EL PASO EACH 

DISTRIBUTION MANUAL REQUEST - CORPORATE SYSTEMS EACH 

DRIVER .AUTHORIZATION CARD - SECURITY EACH 

DRIVER LOG - CORPORATE DISTRIBUTION PKG/lOO 

DUMMY PACKING LIST - CORPORATE DISTRIBUTION PKG/lOO 

E.A.S.Y. FORMAT EACH 

E.A.S.Y. JOB INTEREST FORM PKG/lOO 
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FUNCTION 


Administration 


ALPHABETIC LISTING. 


FORM NO. 

1A060 

1A146 

3A474 

1A178 

3A002 

3A154 

1A341 

1A362 

8A218 

3A304 

8 AO 30 

1A061 

8A131 

8A112 

5A067 

8A200 

1A364 

1A445 

3A462 

1A365 

3A055- 

3A400 

3A356 

1A089 

1A089 A 

1A393 

3A390 

3A406 

1A361 

1A358 

1A179 

3A454 

1A314 

1A374 

1A349 

1A359 

1A209 

1A375 

3A391 

1A208 

3A212 

1A352 

1A190 

1A442 

3A392 

1A381 

1A004 

1A045 

3A044 

3A047 

1A319 

1A204 

1A429 

1A412 

3A348 


FORM TITLE 


UNIT/ISSUE 


EDUCATIONAL REIMBURSEMENT APPLICATION EACH 

EDUCATION VERIFICATION EACH 

EDP LIBRARY MANUAL REQUEST - CORPORATE SYSTEMS PKG/100 

EMERGENCY INFORMATION - PERMANENT EMPLOYEE EACH 

EMPLOYEE ACTION REQUEST PKG/100 

EMPLOYEE INCIDENT REQUEST PKG/100 

EMPLOYEE NEW HIRE ORIENTATION - SPANISH EACH 

EMPLOYEE NEW HIRE ORIENTATION - VIETNAMISE EACH 

EMPLOYEE PERMANENT BADGE - SECURITY EACH 

EMPLOYEE REFERRAL FORM PKG/25 

EMPLOYEE SAFETY HANDBOOK EACH 

EMPLOYMENT APPLICATION EACH 

EMPLOYMENT INQUIRY RESPONSE - (BLUE NEG CARD) PKG/100 

ENGINEERING ACCESS STICKER - SECURITY EACH 

ENVELOPE A/R SPECIAL WINDOW NO. 10 BOX/500 

ESCORT REQUIRED VISITOR BADGE - SECURITY EACH 

EQUAL EMPLOYMENT OPPORTUNITY INFORMATION EACH 

EQUIPMENT LIST EACH 

EQUIPMENT REPAIR/INSPECTION OFFICE PKG/100 

EQUIPMENT TRANSFER & HISTORY CARD EACH 

EXIT INTERVIEW PKG/100 

EXECUTIVE DINING ROOM GUEST ACCOUNT PKG/100 

EXPENSE MATERIAL DAILY RECEIVING LOG PKG/100 

EXTENDED OFFER FORM EACH 

EXTENDED OFFER FORM - SUPPLEMENT EACH 

FACILITIES ACTION RECORD - CORPORATE EACH 

FACILITIES CHANGE REQUEST PKG/100 

FACILITIES DOCUMENTATION CHANGE REQUEST PKG/100 

FACILITIES DOCUMENT HISTORY CARD EACH 

FACILITIES DOCUMENTATION PRINT REQUEST EACH 

FACILITIES LOG EACH 

FACILITIES MAINTNEANCE PARTS REQUISITION PKG/100 

FACILITIES PLANNING SCHEDULE EACH 

FACILITIES PROJECT SHEET EACH 

FACILITIES PROGRESS SCHEDULE EACH 

FACILITIES REQUISITION CONTROL LOG EACH 

FACILITIES REQUISITION LOG EACH 

FACILITIES SPACE REQUIREMENTS SURVEY EACH 

FACILITIES WORK ORDER PKG/100 

FACILITIES WORK ORDER LOG EACH 

FACILITIES WORK ORDER REQUEST PKG/25 

FALSE ALARM INCIDENT REPORT - SECURITY EACH 

FLIGHT INFORMATION TAG EACH 

FOOD SERVICE CRITIQUE REPORT FOOD PRODUCTION AREAS EACH 

FOOD SERVICE AND EQUIPMENT REQUISITION PKG/100 

FORKLIFT TRUCK OPERATIONS CERTIFICATE EACH 

FORM REGISTER EACH 

FORM RELEASE NOTIFICATION EACH 

FORM SPECIFICATION SHEET - FORMS USE ONLY PAD/100 

FORM/XEROX SUPPLY REQUEST PKG/25 

GALBRATH & GREEN COMP. INSURANCE ATARI WORKERS - PERSONNELEACH 
GAME ROOM REGISTER EACH 

GAME ROOM VISITOR BADGE EACH 

GEODEX MEMO PAGE EACH 

GROUP ENROLLMENT INSURANCE PKG/100 
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FUNCTION 


Administration 


ALPHABETIC LISTING 


FORM NO. 


FORM TITLE 


UNIT/ISSUE 


3A351 


GROUP ENROLLMENT INSURANCE - NON-SUNNYVALE LOCATIONS 

PKG/100 

1A476 


HEALTH SERVICES APPOINTMENT CARD 

EACH 

3A459 


HEALTH SERVCIES JOB ANALYSIS 

PKG/100 

1A448 


HEALTH SERVICES MONTHLY ACTIVITY REPORT 

EACH 

1A458 


HEALTH SERVICES DEPARTMENT WORK STATUS REPORT 

EACH 

1A455 


HEALTH SERVICES PROGRESS REPORT 

EACH 

3A384 


"HOT" TAG - CORPORATE DISTRIBUTION 

PKG/100 

1A305 


INCIDENT REPORT MISCELLANEOUS - SECURITY 

EACH 

1A369 


IDENTIFICATION BADGE AGREEMENT - SECURITY 

EACH 

1A074 


INJURED WORKERS - FACTS FOR 

EACH 

8A185 


INTERNATIONAL TRAVEL - HEALTH SERVICES 

EACH 

1A159 


INVENTORY CONTROL CARD - WAREHOUSE 

EACH 

1A187 


INVENTORY LOG 

EACH 

3A477 


INVENTORY LOG - CORPORATE DISTRIBUTION 

PKG/100 

1A437 


INVENTORY PLANNING & CONTROL WORKSHEET 

EACH 

1A164 


INVESTIGATION REPORT 

EACH 

1A124 


INVESTIGATION REPORT LOG 

EACH 

8A198 


JANITOR BADGE - SECURITY 

EACH 

1A396 


JOB ANALYSIS QUESTIONNAIRE (EXEMPT) 

EACH 

1A022 


KEY LOG - SECURITY 

EACH 

3A073 


LEAVE OF ABSENCE REQUEST 

PKG/100 

1A317 


L.O.A. EMPLOYEE RECORD 

EACH 

1A071 


LOCKSMITH REQUEST 

EACH 

3A373 


LOCKSMITH WORK ORDER - SECURITY 

PKG/100 

1A311 


MAINTENANCE MATERIAL INVENTORY LOG 

EACH 

1A186 


MANITENANCE PARTS REQUEST LOG 

EACH 

3A123 


MAINTENANCE WORK ORDER 

PKG/100 

6A387 


MANAGEMENT APPROVAL SHEET - CORPORATE SYSTEMS 

EACH 

1A389 


MANAGEMENT WORKSHOP TRAINING AND DEVELOPMENT 

EACH 

2A097 


MATERIAL TRANSFER ORDER (BLUE) 

PKG/100 

3A300 


MEDICAL ACCIDENT INVESTIGATION 

PKG/100 

3A081 


MEDICAL HISTORY QUESTIONNAIRE 

PKG/100 

3A452 


MEDICAL INFORMATION RELEASE -AUTHORIZATION OF 

PKG/100 

3A001 


MEDICAL LEAVE OF ABSENCE AUTHORIZATION 

PKG/100 

1A119 


MEDICAL'LEAVE OF ABSENCE EXTENSION 

EACH 

3A434 


MEDICAL L.O.A. REQUEST 

PKG/100 

3A433 


MEDICAL-L.O.A. REQUEST - EL PASO 

PKG/100 

1A082 

A 

MEDICAL RECORD INSPECTION REQUEST 

EACH 

1A453 


MEDICAL SERVICES REQUEST 

EACH 

1A196 

A 

MEDICAL SUB CLAIM TAG - PERSONNEL 

EACH 

1A430 


MEETING, NOTICE ROUTING TAG 

EACH 

6A101 


MILEAGE REPORT 

PKG/25 

1A306 


MONTHLY PLAN CALENDAR - GENERAL 

PKG/100 

1A465 


MONTHLY REVIEW - CORPORATE DISTRIBUTION 

EACH 

1A344 


MULTIPURPOSE ROOM SCHEDULE 

EACH 

1A357 


NEW HIRE CONFIRMATION 

EACH 

3A128 


NOTICE TO DEPARTING EMPLOYEES 

PKG/100 

6A457 


OCCUPATIONAL INJURY OR ILLNESS DOCTORS FIRST REPORT 

EACH 

1A456 

B 

OCCUPATIONAL INJURY OR ILLNESS - MILPITAS 

EACH 

1A456 

C 

OCCUPATIONAL INJURY OR ILLNESS - SAN JOSE 

EACH 

1A456 

A 

OCCUAPTIONAL INJURY OR LIINESS - 1265 

EACH 

3A355 


ON HOLD - CORPORATE DISTRIBUTION 

PKG/100 

1A024 


ORIENTATION VERIFICATION 

EACH 

1A411 


OUTSIDE IDEA SUBMISSION AGREEMENT 

EACH 
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FUNCTION 


Administration 


ALPHABETIC LIST! 


FORM NO. 


FORM TITLE 


UNIT/ISSUE 


1A169 

1A225 

1A143 

1A113 

1A057 

1A472 

1A195 

8A183 

8A182 

8A455 

1A446 

7A002 

1A032 

3A100 

1A135 

1A481 

1A137 

1A136 

1A435 

1A439 

1A363 

3A415 


PATROL OFFICER ACTIVITY - SECURITY EACH 

PAYROLL CHECK BACK-OUT EACH 

PAYROLL CHECK REQUEST- PAYROLL ONLY EACH 

PERFORMANCE APPRAISAL - EXEMPT EMPLOYEES EACH 

PERFORMANCE APPRAISAL - NONEXEMPT EMPLOYEES EACH 

PRELIMINARY AUDIT LOG - PAYROLL EACH 

PERMANENT PROPERTY PASS APPLICATION EACH 

PERMANENT PROPERTY PASS BADGE - MAINTENANCE EACH 

PERMANENT PROPERTY PASS BADGE - TEST EQUIPMENT EACH 

PROGRESS REPORT - HEALTH SERVICES EACH 

PERSCRIPTION SLIP - HEALTH SERVICES EACH 

PERSONNEL ACTION NOTICE ADDITION OR CHANGE TO STATUS BOX 

PERSONNEL FILE INSPECTION REQUEST EACH 

PERSONNEL. REQUISITION PKG/100 

PERSONNEL REQUISITION LOG EACH 

PHANTOM STOCK PLAN BENEFICIARY DESIGNATION EACH 

PHYSICIAN'S STATEMENT - INDUSTRIAL EACH 

PHYSICIAN'S STATEMENT - MATERNITY EACH 

POLICIES & PROCEDURES ADMINISTRATION PROCEDURE LOG EACH 

POLICY MANUAL CHECKLIST EACH 

POLICIES & PROCEDURES - SECURITY EACH 

POLICY & RECORDS MANAGEMENT WORKSHEET PKG/100 


6A421 

6A424 

6A46S 

6A373 

6A423 

6A427 

6A426 

6A425 

6A467 

6A420 

6A422 

6A428 


POLICY & PROCEDURE FORMATS 
POLICY FORMAT - COIN-OP DIVISION 
POLICY FORMAT - CONSUMER ELECTRONICS DIVISION 
POLICY FORMAT - CONSUMER PRODUCTS GROUP 
POLICY FORMAT - CORPORATE DIVISION 
POLICY FORMAT - HOME COMPUTER DIVISION 
POLICY FORMAT - INTERNATIONAL DIVISION 
PROCEDURE FORMAT - COIN-OP DIVISION 
PROCEDURE FORMAT - CONSUMER ELECTRONICS DIVISION 
PROCEDURE FORMAT - CONSUMER PRODUCTS GROUP 
PROCEDURE FORMAT - CORPORATE DIVISION 
PROCEDURE FORMAT - HOME COMPUTER DIVISION 
PROCEDURE FORMAT - INTERNATIONAL DIVISION 



REAM/500 

REAM/500 

REAM/500 

REAM/500 

REAM/500 

REAM/500 

REAM/500 

REAM/500 

REAM/500 

REAM/500 

REAM/500 

REAM/500 


1A372 

3A354 

1A471 

1A350 

1A366 

3A096 

1A469 

3A370 

3A228 

3A399 

3A430 

3A410 

3A333 

1A377 

3A393 

IA126 

3A127 

6A443 


PREVENTATIVE MAINTENANCE SURVEY 
PROBLEM LOG - CORPORATE DISTRIBUTION 
PROCESSOR TRACKING LOG - PAYROLL 
PRODUCT TRANSPORT LOG - SECURITY 
PRODUCTION RECORD - EMPLOYEE 
PROPERTY PASS - ISSUED BY SECURITY 
PROPERTY PASS LOG 

PROPERTY PASS/RECEIPT - SECURITY 
PROPERTY REPORT - SECURITY 

RECEIVING REPORT - CORPORATE DISTRIBUTION 

RECEIVING REPORT - CORPORATE RESEARCH 

RECORD CENTER REQUEST 

RECORDS MANAGEMENT WORKSHEET 

RECORDS REQUISITION - PERSONNEL 

RECORDS STORAGE I.D. TAG 

REFERRED PATIENT EVALUATION 

RELOCATION EXPENSE AGREEMENT 

REPAIR TAG - CONSUMER 


EACH 

PKG/100 

EACH 

EACH 

EACH 

PKG/100 

EACH 

PKG/100 

PKG/100 

PKG/100 

PKG/100 

PKG/100 

PKG/100 

EACH 

PACK/100 
EACH 
PKG/100 
EACH 
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FUNCTION 

Administration alphabetic listing 

FORM NO. 


FORM TITLE 

1 

i 

UiMIT/ISSUE 

1A043 

REPRODUCTION REQUEST 

EACH 

1A019 

REPORT OF CONDUCT - SECURITY 

EACH 

1A056 

RESIGNATION NOTICE 

EACH 

1A080 

RESUME REVIEW 

EACH 

1A151 

RETRO-PAY - PAYROLL 

EACH 

3A062 

RETURN TO WORK AUTHORIZATION 

PKG/100 

1A376 

REVIEW LOG - LATE - PERSONNEL 

EACH 

7A001 

REVIEW NOTICE 

BOXED 

3A461 

RULES OF SAFETY AND CONDUCT 

PKG/100 

3A226 

SALARY ACTION WORKSHEET 

PKG/100 

9A380 

SCHLAGE CARD INFORMATION RECORD 

EACH 

6A308 

SECURITY AWARD CERTIFICATE 

EACH 

1A379 

SELECTION INTERVIEW REPORT 

EACH 

3A051 

SHOP AREA SAFETY RULES 

PKG/100 

1A188 

SIGN-IN LOG - PERSONNEL 

EACH 

1A020 

SIGN-IN REGISTER - SECURITY 

EACH 

1A383 

SMALL MATERIAL ROUTING TAG - CORPORATE DISRTIBUTION 

EACH 

3A197 

SPEEDI MEMO 

PKG/100 

1A447 

STATEMENT OF GROSS EARNINGS - DISPENSARY 

EACH 

1A013 

STATUS DETERMINATION - PROFESSIONAL 

EACH 

1A394 

SYSTEMS PROCEDURE STATUS - CORPORATE 

EACH 

3A223 

TELECOPIER REQUEST 

PKG/100 

1A116 

TELEPHONE REFERENCE CHECK 

EACH 

1A213 

TELEX LOG - INCOMING 

EACH 

1A214 

TELEX LOG - OUTGOING 

EACH 

3A215 

TELEX REQUEST 

PKG/100 

8A184 

TEMPORARY I.D. LOG 

EACH 

3A142 

TERMINATION - TEMPORARY EMPLOYEE 

PKG/100 

1A407 

TERMINATION - MEMORANDUM OF 

EACH 

1A059 

THEFT REPORT - SECURITY 

EACH 

1A436 

THINGS TO DO TODAY PAD 

PAD/100 

9A103 

TIME CARD - PERMANENT EMPLOYEE 

PKG/500 

1A397 

TOOL CRIB INFORMATION CARD 

EACH 

3A403 

TRAFFIC COLLISION REPORT 

PKG/100 

1A189 

TRAFFIC COLLISION REPORT - SUPPLEMENT 

EACH 

3A091 

TRAVEL AUTHORIZATION & ADVANCE REQUEST 

PKG/25 

1A158 

TRAVEL ITINERARY - TRAVEL DESK 

EACH 

1A450 

TYPEWRITER I.D./MAINTENANCE HISTORY CARD 

EACH 

3A099 

VACATION REQUEST-ADVANCE 

PKG/25 

1A072 

VEHICLE ACCIDENT REPORT - SECURITY 

EACH 

1A165 

VEHICLE CHECK SHEET - SECURITY 

EACH 

1A307 

VEHICLE DAMAGE REPORT 

EACH 

1A464 

VEHICLE LOG 

EACH 

1A401 

VEHICLE PARKING PERMIT - FACILITY MAINTENANCE 

EACH 

9A205 

VEHICLE REGISTRATION REQUEST 

EACH 

1A170 

VENDING MACHINE REFUNDS 

EACH 

1A166 

VENDOR BADGE RECORD - SECURITY 

EACH 

1A167 

VENDOR I.D. BADGE - SECURITY 

EACH 

8A408 

VISITOR I.D. BADGE 

ROLL/500 

1A147 

VISITOR REGISTRATION CARD 

EACH 

8A318 

WAREHOUSE EMPLOYEE STICKER - SECURITY 

EACH 

1A139 

WARNING TO EMPLOYEE 

EACH 

3A441 

WORD PROCESSING INPUT REQUEST 

PKG/100 
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FUNCTION 


Administration 


ALPHABETIC L1STIN 


FORM NO. 


FORM TITLE 


UNIT/ISSUE 

1A015 

XEROX METER LOG 

EACH 

1A395 

XEROX METER READ FORMAT 

EACH 

1A405 

XEROX MEMO LOG 

EACH 

1A069 

XEROX SERVICE LOG 

EACH 

1A104 

YEAR TO DATE HISTORY LOG- EMPLOYEE 

EACH 

1A194 

"YOUR ATTENTION PLEASE" MEMO 

EACH 

FUNCTION 

Accounting 


FORM NO. 


FORM TITLE 


UNIT/ISSUE 


J 


1B104 

1B014 

3B001 

3B078 

3B007 

3B002 

1B071 

3B005 

3B079 

1B069 

1B068 

1B090 

1B097 

1B138 

1B095 

1B045 

1B130 

1B060 

1B136 

6B046 

1B121 

1B043 

1B094 

3B011 

3B044 

1B081 

1B106 

8B051 

1B105 

1B116 

1B088 

1B143 

3B015 

1B142 

1B144 

1B098 

1B062 

1B109 

3B137 

1B055 

3B085 

1B057 

1B056 

1B103 


ACCOUNT ADJUSTMENT FORM 

ACCOUNTS PAYABLE BATCH LOG 

ACCOUNTS PAYABLE HAND CHECK 

ACCOUNT PAYABLE HAND CHECK - EL PASO 

ACCOUNTS PAYABLE REQUEST FOR APPROVAL 

ACCOUNTS PAYABLE VENDOR ADDITION 

ACCOUNTS PAYABLE VENDOR ADD - EL PASO 

ACCOUNTS PAYABLE VOUCHER 

ACCOUNTS PAYABLE VOUCHER - EL PASO 

ACTUAL PRINT BUDGET GL960 B 

ACTUAL PRINT PROGRAMS GL965B 

AUDIT LOG 

AUDIT TEST COUNTS 

AUTOMATIC DEPOSIT LOG 

BATCH ANALYSIS BY CLERK 

BATCH CONTROL TRANSACTION SHEET - A/R 

BANK RECONCILIATION MANUAL ADJUSTMENTS 

BUDGET INPUT 

BUSINESS EXPENSE REPORT REMINDER 

BUSINESS EXPENSE REPORT 

CAPITAL ASSET PROJECT PROPOSAL 

CAPITAL EQUIPMENT BUDGETING WORKSHEET 

CAPITAL EQUIPMENT JUSTIFICATION 

CAPITAL EQUIPMENT PURCHASE AUTHORIZATION 

CAPITAL EQUIPMENT TRANSFER AUTHORIZATION 

CAPITAL EXPENDITURE BUDGET REQUEST 

CAPITAL EXPENDITURE BUDGET REQUEST 

CERTIFICATION OF SHIPMENT 

CHARGEBACK FORM 

CHECK CONTROL LOG 

CHECK DISBURSEMENT FORM 

CHECK LOG MONTHLY - PAYROLL 

CHECK REQUEST 

CHECK REQUEST - COMMISSIONS - HOME COMPUTER DIVISION 

CHECK TERMINATION LOG 

CONTRACT EMPLOYEE PAYROLL BUDGET 

CONTRACT PAYROLL BUDGET 

CONTRACT MANUFACTURING EMPLOYEE BUDGET - PAYROLL 
CORRECTIONS ON-LINE REVERSAL - A/R 

COST ACCOUNTING PHYSICAL INVENTORY AUDIT -'COIN-OP 
COST TRANSFER AUTHORIZATION 
CURRENT EMPLOYEE ROSTER - BUDGET 
DATA INPUT - PAYROLL 


EACH 

EACH 

PKG/100 

PKG/100 

PAD/100 

PKG/100 

EACH 

PKG/100 

PKG/100 

EACH 

EACH 

EACH 

EACH 

EACH 

EACH 

EACH 

EACH 

EACH 

EACH 

PKG/25 

EACH 

EACH 

EACH 

PKG/25 

PKG/100 

EACH 

EACH 

ROLL/100 

EACH 

EACH 

EACH 

EACH 

PKG/25 

PAD/50 

EACH 

EACH 

EACH 

EACH 

PKG/100 

EACH 

PKG/100 

EACH 

EACH 


DEDUCTION VOUCHER DIFFERENCE SHEET 


EACH 
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FUNCTION 


ALPHABETIC LISTING 


Accounting 


FORM NO. 


FORM TITLE 


UNIT/ISSUE 


1B050 

1B061 

3B086 

1B058 

1B140 

3B134 

1B123 

1B020 

1B124 

6B114 

3B096 

lBlll 

1B101 

3B006 

1B040 

1B040 A,B,C 

1B054 

1B127 

1B129 

1B019 

1B125 

1B110 

3B070 

1B075 

1B042 

1B100 

1B099 

1B108 

3B113 

3B008 

1B059 

1B074 

1B107 

1B141 

1B084 

3B145 

1B093 

6B026 

3B118 

3B115 

1B087 

1B126 

1B089 

1B117 

3B132 

1B139 

13047 

3B131 

1B082 

1B083 

1B119 

1B120 

1B07 3' 

1B135 


DIRECT LABOR BUDGET WORKSHEET 
DIRECT PAYROLL BUDGET - ATARI 
DOCUMENT REQUEST FORM 

EMPLOYEE ADDITIONS/DELETIONS - BUDGET 
EMPLOYEE CHECK ADJUSTMENT 
EMPLOYEE TERMINATION SUMMARY 

EQUIPMENT SALE OR DISPOSITION AUTHORIZATION 

EXPENSE ACCURAL LOG 

EXPENSE PURCHASE ORDER LOG - A/P 

FAR TO G/L RECONCILIATION 

FINANCIAL INFORMATION REQUEST 

FILE CHECK OUT LOG 

FILE REQUEST 

FIXED ASSET/CAPITAL EQUIPMENT VOUCHER 
FORECAST OF OPERATING EXPENSES 

FORECAST OF OPERATING EXPENSES - SUPPLEMENTAL PAGES 

GROUP CHANGES A/P MAINTENANCE TRANSACTION VOUCHER FILE 

INTERNAL AUDIT PROGRAMS PAGE 1&2 

INTERNAL AUDIT REPORT 

INVENTORY ACCRUAL LOG 

INVENTORY PURCHASE ORDER LOG - A/P 

INVOICE PROBLEM 

LABOR REWORK REQUEST 

MAINTENANCE TRANSACTION VOUCHER FILE - EL PASO 

MONTHLY EXPENDITURE ANALYSIS 

MONTHLY PAYROLL BUDGET 

NON-MONTHLY EMPLOYEE PAYROLL BUDGET 

NON-MONTHLY MANUFACTURING EMPLOYEE BUDGET - PAYROLL 

NOTICE OF ADJUSTMENT TO INVOICE 

NOTICE OF ADJUSTMENT TO INVOICE 

OPEN VOUCHER MAINTENANCE - A/P 

OPEN VOUCHER MAINTENANCE - EL PASO 

OPERATING EXPENSE BUDGET 

OPERATING EXPENSE BUDGET - PRODUCT SERVICES 

PAYROLL L.O.A. LOG 

PAYROLL PROBLEM OR REQUEST 

PAYROLL REGISTER BALANCE SHEET 

PETTY CASH SLIP 

PHYSICAL INVENTORY TAG - CONSUMER DIVISION 
PRIORITY ACTION NOTICE 
PURCHASING PROBLEMS 
RECEIVERS NOT IN AMPS LOG 

RECEIVING REPORTS NOT RECEIVED BY A/P LOG 

RELOCATION EXPENSE ANALYSIS 

REQUEST FOR SEARS REIMBURSEMENT CHECK 

SALARY FIELD ADJUSTMENTS 

SALES ORDER SYSTEM BATCH BALANACE 

STANDARD COST INPUT FORM 

STOP PAYMENT CHECK FOR BACK OUT 

STOP PAYMENT LOG 

SUB-CONTRACT VENDOR SHIP FROM ATARI - CONSUMER 
SUB CONTRACT VENDRO SHIP TO ATARI - CONSUMER 
SUSPENSE FILE MAINTENANCE 
TIMECARD BATCH NUMBER 


EACH 

EACH 

PKG/100 

EACH 

EACH 

PKG/100 

EACH 

EACH 

EACH 

PAD/100 

PKG/100 

EACH 

EACH 

PAD/100 

EACH 

EACH 

EACH 

EACH 

EACH 

EACH 

EACH 

EACH 

PKG/100 

EACH 

EACH 

EACH 

EACH 

EACH 

PKG/100 

PAD/100 

EACH 

EACH 

EACH 

EACH 

EACH 

PKG/100 

EACH 

PAD/25 

PKG/100 

PKG/100 

EACH 

EACH 

EACH 

EACH 

PKG/100 

EACH 

EACH 

PKG/100 

EACH 

EACH 

EACH 

EACH 

EACH 

EACH 
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FUNCTION 


FORM NO. 


Accounting 


ALPHABETIC LISTING 


FORM TITLE 


UNIT/ISSUE 


1B122 

TUB EVALUATION 


EACH 

6B049 

UNVOUCHERED EXPENSE ITEMS 

EACH 

1B024 

VENDOR CHANGE FORM 


EACH 

1B076 

VENDOR CHANGE FORM 

- EL PASO 

EACH 

1B072 

VENDOR DELETE - EL 

PASO 

EACH 

1B016 

VOUCHER EDIT BATCH 

CARD 

EACH 

1B077 

VOUCHER EDIT BATCH 

CARD - EL PASO 

EACH 

3B092 

WATE VERIFICATION 


PKG/100 

UNCTION 

Consumer Products 

ALPHABETIC LISTING 


FORM NO. 


FORM TITLE 

[ 


UNIT/ISSUE 


8C163 

ACCOUNT PROFILE CARD - COMPUTER 

EACH 

1C154 

AD PLANNER 

EACH 

3C214 

AIRFREIGHT REQUEST 

PKG/100 

1C195 

ATARI CREDIT LINE REVIEW 

EACH 

3C129 

ATARI LITERATURE REQUEST 

PKG/100 

1C164 

ATARI SERVICE CENTER FORM 

EACH 

1C208 

CALL REPORT LOG 

EACH 

1C 190 

CARTRIDGE SHORTAGE STATUS 

EACH 

1C170 

CERTIFICATE OF TECHNICAL SERVICE 

EACH 

3C210 

CREDIT LINE CARD 

PKG/100 

3C176 

CONSUMER LOANER (EPROM) CARTRIDGE REQUEST 

PKG/100 

1C139 

COST ACCT. INVENTORY BATCH CARD - CED 

EACH - 

3C207 

CUSTOMER REFUND REQUEST 

PKG/100 

1C133 

CUSTOMER SERVICE BULLETIN 

EACH 

3C211 

DEVIATION FORM - CPG 

PKG/100 

3C212 

DEVIATION FORM - CPG 

PKG/100 

3C203 

DOCUMENT REQUEST FORM - HCD 

PKG/100 

3C213 

DOCUMENT REQUEST - CPG 

PKG/100 

1C196 

EDUCATIONAL INSTITUTION PROFILE/APPLICATION 

EACH 

3C148 

EXPORT SHIPPING PACKING LIST - CED 

PKG/100 

1C 19 2 

FIELD CHANGE ORDER 

EACH 

1C101 

FINISHED GOODS ACCOUTING LOG - SEARS 

EACH 

1C205 

FIRST ARTICLE REQUISITION - HCD 

EACH 

1C204 

FIRST ARTICLE AND SAMPLE SUBMITTANCE - HCD 

EACH 

1C165 

HANDLING INSTRUCTIONS - VCS, GAMES, CARTRIDGES 

EACH 

1C200 

I/O CONSULTATION SERVICES 

EACH 

3C162 

INITIAL INQUIRY ACTION FORM 

PKG/100 

1C201 

INPUT/OUTPUT RECORD 

EACH 

3C116 

INVENTORY DISPOSITION CHANGE - COIN-OP 

PKG/100 

1C134 

INVENTORY SUPPLY CARD 

EACH 

1C123 

ITEM MASTER UPDATE - CED 

EACH 

1C199 

LITERATURE ORDER LOG 

EACH 

3C139 

LITERATURE REOUEST-HCD 

PKG/100 

3C131 

LITERATURE REQUEST - VCS 

PKG/100 

1C178 

LOOKIN' GOOD WITH ATARI 

EACH 

1C127 

MASTER PRODUCTION SCHEDULE - VCS 

EACH 

1C175 A 

MATERIAL SPREAD SHEET (MONTHLY) 

EACH 

1C 17 5 

MATERIAL SPREAD SHEET - VCS 

EACH 
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FUNCTION Consumer Products ALPHABETIC LISTING 


FORM NO. 


FORM TITLE 


UNIT/ISSUE 


1C206 


MONEY LETTER - CPG 


EACH 

1C209 


MONTHLY CLAIMS PAID 


EACH 

1C187 


MONTHLY DEPARTMENTAL CHARGE - HCD 


EACH 

1C122 


MR° ACCOUNT INDICATOR - CED 


EACH 

3C185 


ORDER FORM HCD SERVICE SUPPLY CENTER 


EACH 

1C137 


PALLET I.D. TAG 


EACH 

1C119 


PALLET PART NO. ID CARD 


EACH 

1C130 


PCS COMPUTER LOG 


EACH 

1C130 

A 

PCS COMPUTER LOG - SIDE 2 


EACH 

1C151 


PCS MAILER 


EACH 

1C155 


PERSONAL CREDIT INFORMATION 


EACH 

1C113 


PLANNING AND SCHEDULING 


EACH 

1C109 


PRELIMINARY DATA SHEET - MFG. ENG. 


EACH 

3C115 


PROM/EPROM PART NO. CONVERSION 


PKG/100 

3C202 


PROMOTIONAL MATERIALS REQUEST - HCD 


PKG/100 

1C169 


PROOF OF DELIVERY REQUEST 


EACH 

1C131 


RETURN AUTHORIZATION REQUEST 


EACH 

1C197 

A-D 

RETURN MATERIAL AUTHORIZATION PROCESSING (RMA) 

EACH 

1C167 


RETURN MATERIAL AUTHORIZATION INSTRUCTIONS 

(CONSOLIDATION)EACH 

1C168 


RETURN MATERIAL AUTHORIZATION INSTRUCTIONS 

(UNDER 60 LBS) 

EACH 

3C198 


SALES ADMINISTRATION CONTACT REPORT 


PKG/100 

1C174 


SERVICE BULLETIN 


EACH 

3C146 


TRANSACTION ERROR CORRECTION TRANSMITTAL - 

CED 

PKG/100 

1C113 


TRAVEL ITINERARY - CED 


EACH 

1C191 


TECHNICAL TIPS 


EACH 

1C171 


TECHNICAL OPERATING PROCEDURE 


EACH 

1C193 


UPGRADE BULLETIN 


EACH 

1C177 


USERS GROUP INFORMATION CARD 


EACH 

1C124 


VCS PRODUCTION SCHEDULE - CED 


EACH 

1C182 


VENDOR PERFORMANCE ANALYSIS PURCHASING 


EACH 

1C134 


VERBAL ORDER FORM - CED 


EACH 

1C135 


VERBAL ORDER FORM - PCS 


EACH 

8C180 


VIDEO VISITS LABEL 


ROLL 

1C179 


VIDEO VISITS TAG 


EACH 

1C136 


XEROX REQUEST HCD SERVICE CENTER 


EACH 


FUNCTION 


FORM NO. 


Data Processing/MIS 


ALPHABETIC LISTING 


FORM TITLE 


UNIT/ISSUE 


1D177 

1D173 

1D210 

3D212 

7D148 

3D203 

1D209 

1D194 

1D192 

3D100 

1D199 

7DI01 


BUDGET AND STATISTICAL DATA INPUT 
COMPUTER LOG 

COMPUTER OPERATIONS PROBLEM REPORT 

COMPUTER OPERATIONS WEEKEND SCHEDULE REQUEST 

CUSTOMER ACKNOWLEDGEMENT 

DATA COMMUNICATIONS SERVICE ORDER 

DATA FLOW CHART 

DES LOG 

EMPLOYEE LOCATION TRANSMITTAL 
FILE/REEL MAIL TICKET 

INFORMATION SERVICES REQUEST - MANAGEMENT 
INVOICE - 5 PART 


EACH 

EACH 

EACH 

PKG/100 

BOXED 

PKG/100 

EACH 

EACH 

EACH 

PKG/100 

EACH 

BOXED 
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FUNCTION 


Data Processing/MIS 


ALPHABETIC LISTIIMG 


FORM NO. 


FORM TITLE 


UNIT/ISSUE " 


7D202 

INVOICE - 1-PART 

BOXED 

3D163 

JOURNAL ENTRY INPUT 

PKG/100 

3D168 

JOURNAL ENTRY INPUT - AUTO REVERSAL 

PKG/100 

3D204 

JOURNAL VOUCHER 

PKG/100 

8D157 

LABELS - CONTINUOUS 

BOXED 

8D161 

LABELS - PINK 

BOXED 

8D162 

LABELS - RED BORDER 

BOXED 

3D149 

LABELS - THREE-UP 

BOXED 

1D205 

MACHINE/TAPE LOG 

EACH 

1D193 

MIS DEVICE INVENTORY 

EACH 

1D191 

ON-LINE AND CPU DOWN LOG 

EACH 

3D150 

OPERATIONS TURNOVER DOCUMENTATION 

PKG/100 

3D169 

PASSWORD REQUEST 

PKG/100 

1D188 

RECEIVER ADD CHANGE OR DELETE FOR INV. TRANSMITTAL 

EACH 

3D178 

REPORT DISTRIBUTION REQUEST 

PKG/100 

3D201 

RERUN REQUEST 

PKG/100 

7D153 

ROLODEX CARDS - 2-UP 

BOXED 

1D200 

RUN BOOK DOCUMENTATION 

EACH 

1D122 

SALES ORDER SYSTEM INVOICE ADJUSTMENT 

EACH 

3D189 

SALES ORDER SYSTEM INVOICE ADJUSTMENT 

EACH 

1D211 

SALES ORDER SYSTEM INVOICE ADJUSTMENT - HCD 

EACH 

1D196 

SCRATCH LOG 

EACH 

1D176 

SEARS CASH TRANSMITTAL 

EACH 

7D147 

SHIPPING ORDER 

BOXED 

7D167 

SHIPPING ORDER - 1 PART 

BOXED ^ 

1D130 

SPECIAL GROUP TABLES TRANSMITTAL - TITLE & RANGE 

EACH 

7D125 

STATEMENT 

BOXED 

1D195 

TAPE CONTROL LOG 

EACH 

1D207 

TAPE CONTROL REQUEST 

EACH 

1D198 

TAPE INITIALIZATION LOG 

EACH 

1D197 

TAPE PROBLEM LOG 

EACH 

1D187 

TERMINAL OUTAGE LOG 

EACH 

6D213 

TEST REQUEST CARD 

EACH 

1D172 

TRACE REQUEST 

EACH 

1D155 

TRANSMITTAL NON-WARRANTY ACCOUNTS 

EACH 

1D156 

TRANSMITTAL WARRANTY ACCOUNTS 

EACH 

1D208 

TYPING REQUEST TRACKING FILE 

EACH 

3D206 

WORK PROCESSING REQUEST 

PKG/100 


FUNCTION 

Engineering 

ALPHABETIC LISTING 

FORM MO. 

FORM TITLE 

j UNIT/ISSUE 


1E091 

1E031 

3E001 

1E092 

6E016 

6E016—A 

1E005 

3E075 


CHANGE REQUEST NOTICE - ADVANCED TECHNOLOGY 
COMMERCIAL PART NUMBER REQUEST 
COMPONENT EVALUATION REQUEST 

COMPONENT SEARCH REQUEST - ADVANCED TECHNOLOGY 
DEVIATION AUTHORIZATION 
DEVIATION AUTHORIZATION - SUPPLEMENT 
DISCREPANCY LOG 
DOCUMENTATION PRINT REQUEST 


EACH 

EACH 

PKG/100 

EACH 

EACH 

EACH 


EACH 

PKG/100 
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1E026 

1E052 

1E048 

1E062 

1E063 

3E023 

1E084 

1E078 

1E037 

1E038 

1E039 

1E040 

1E041 

1E043 

1E034 

1E035 

1E004 

1E002 

6E047 

1E011 

1E087 

6E096 

6E094 

6E095 

1E073 

1E042 

1E072 

1E089 

3E070 

1E071 

1E085 

1E086 

6E058 

6E059 

1E044 

1E045 

1E054 

1E055 

1E028 

3E101 

3E076 

1E077 

1E029 

7E030 

1E065 

3E074 

1E106 

1E104 

1E105 

1E102 

1E107 

3E103 

1E090 

1E093 


ECN HISTORY CARD EACH 

ECN PENDING LOG EACH 

EMPLOYEE FEEDBACK APPRAISAL-COIN-OP ENG. EACH 

ENGINEERING CHANGE NOTICE - PAGE 1 EACH 

ENGINEERING CHANGE NOTICE - PAGE 2 EACH 

ENGINEERING CHANGE REQUEST PKG/100 

ENGINEERING CHANGE REQUEST - CED EACH 

ENGINEERING/COORDINATOR ROUTING 1 EACH 

ENGINEERING FIRST ARTICLE REPORT - CONSUMER EACH 

ENGINEERING FIRST ARTICLE REPORT - CONSUMER - PG. 2 EACH 

ENGINEERING FIRST ARTICLE REPORT - CONSUMER - PG. 3 EACH 

ENGINEERING FIRST ARTICLE REPORT - CONSUMER - PG. 4 EACH 

ENGINEERING FIRST ARTICLE REPORT - CONSUMER - ADDL. PGS. EACH 

ENGINEERING FIRST ARTICLE REQUEST - CONSUMER EACH 

ENGINEERING PARTS LIST SPECIFICATION - PG. 1 EACH 

ENGINEERING PARTS LIST SPECIFICATION - SUPPLEMENT EACH 

FIRST ARTICLE CHECK-OUT EACH 

FIRST ARTICLE LOG EACH 

FIRST ARTICLE REPORT - NUMBERED EACH 

FIRST ARTICLE/SAMPLE SUBMITTANCE EACH 

FIRST ARTICLE/SAMPLE SUBMITTANCE - ADVANCED TECHNOLOGY EACH 

INDUSTRIAL ENGINEERING MANUAL EACH 

INDUSTRIAL ENGINEERING MEMO EACH 

INDUSTRIAL ENGINEERING STANDARD DATA MANUAL EACH 

LAB FIRST ARTICLE PRIORITY LIST - CONS. ENG. EACH 

MYLAR DRAWING LOG EACH 

PCB DESIGN WORK REQUEST EACH 

PCB DESIGN WORK REQUEST - ADVANCED TECHNOLOGY EACH 

PCS REPAIR TAG - CONS. ENG. PKG/100 

PCS SPECIAL REQUEST EACH 

PARTS LIST SPEC. ADV. TECH. ENG. - SUPPLEMENT EACH 

PARTS LIST SPEC. ADV. TECH. ENG. - PAGE 1 EACH 

PARTS LIST SPECIFICATION - PAGE 1 - COIN-OP EACH 

PARTS'LIST SPECIFICATION ADD'L PAGES - COIN-OP EACH 

PARTS LIST SPECIFICATION LOG EACH 

PARTS LIST SPECIFICATION - SUPPLEMENT _ EACH 

PRE-PRODUCTION SAMPLE SUBMITTANCE - CONS. ENG. EACH 

PRE-PRODUCTION SAMPLE REQUISITION - CONS. ENG. EACH 

PRINT REQUEST EACH 

PROBLEM/FAILURE REPORT EACH 

PROCEDURE ACTION NOTICE ' PKG/100 

PROCEDURE HISTORY EACH 

PROCUREMENT SPECIFICATION REVISION SHEET EACH 

PROCUREMENT SPECIFICATION TEXT EACH 

PROJECT REVIEW - SCHEDULE/TECHNICAL STATUS - CONS. ENG. EACH 
RECEIVING REPORT - CONS. ENG. PKG/100 

RELIABILITY ENGINEERING COMPONENT EVALUATION EACH 

RELIABILITY ENGINEERING PROCESS TRAVELER EACH 

RELIABILITY ENGINEERING TIME WORK SHEET EACH 

RELIABILITY ENGINEERING TITLE PAGE EACH 

RELIABILITY ENGINEERING VENDOR EVALUATION EACH 

RELIABILITY ENGINEERING WORK REQUEST EACH 

SOURCE CONTROL LIST - ADVANCED TECHNOLOGY EACH 

SPECIFICATION SHEET - ADVANCED TECHNOLOGY EACH 
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VUNCTION 


Engineering 


ALPHABETIC LISTINC 


FORM NO. 


FORM TITLE 


UNIT/ISSUE 


1E099 

1E100 

3E082 

6E060 

6E061 

3E064 

3E026 

6E053 

6E046 

1E081 

6E056 

6E057 

6E097 

6E098 


STANDARD TIME DATA EACH 

STANDARD TIME DATA - SUPPLEMENT EACH 

TEST ENGINEERING WORK ORDER - CED PKG/100 

TEST PROCEDURE FORM EACH 

TEST PROCEDURE FORM - SUPPLEMENT EACH 

TROUBLE CARD - CONSUMER DIVISION PKG/100 

TYPESETTING ORDER FORM PKG/100 

VENDOR CONTROL LIST EACH 

WEEKLY TIME VOUCHER PAD/100 

WEEKLY TIME VOUCHER - HCD FINANCE EACH 

WIRE ROUTING LIST - ADDITIONAL PAGES - COIN-OP ENG. EACH 

WIRE ROUTING LIST - PAGE 1 - COIN-OP EACH 

WORK STATION LAYOUT EACH 

WORK STATION LAYOUT - SUPPLEMENT 


FUNCTION Marketing 


ALPHABETIC L1ST1IMG 


FORM IMG. 


FORM TITLE 


UNIT/ISSUE 


1K058 

1K055 

1K032 

3K051 

1K064 

3K046 

3K061 

3K044 

1K047 

6K053 

3K043 

3K062 

3K063 

1X045 

1X029 

1X059 

1X048 

1X038 

3X049 

3X065 

3X039 

1X057 

1X057 

1X060 

1X050 

1X054 

3X042 

3K052 

3X041 

3X040 


ACCOUNT PROFILE CARD 

CONTRACT ACCOUNT DEMAND 

CO-OP AD WORKSHEET 

CO-OP ADVICE - CED 

CO-OP ADVERTISING HISTORY 

CO-OP ADVERTISING ORDER FORM 

CO-OP ADVERTISING REIMBURSEMENT REQUEST 

CO-OP ADV. SPECIAL PROMO PARTICIPATION - HCD 

DEPT. STORE SEASONAL CATALOG FLYER 

FIELD FLASH REPORT 

FIELD INVENTORY RETURN AUTHORIZATION 

INSERTION ORDER - COIN-OP 

LITERATURE UNLOADING REPORT 

MARKETING SERVICES PROJECT REQUEST FORM 

MEDIA/ADVERTISING INFORMATION 

MERCHANDISING SPECIALIST WEEKLY REPORT 

MONTHLY PURCHASE ORDER RECAP 

PCS SALES MANUAL 

POINT OF PURCHASE AIDS FORM 

POINT OF PURCHASE ORDER FORM 

PRODUCT MERCHANDISER WEEKLY TERRITORY SUMMARY 
PROMOTIONAL MERCHANDISE ISSUANCE LOG 
PROMOTIONAL MERCHANDISE REQUEST 
RETAIL CALL REPORT 
SEARS POSTCARD 

SPECIAL OWNERSHIP PLAN - HCD 
TARGET ACCOUNT RECORD 
TEE SHIRT VERBAL ORDER FORM 
TOP TEN ACTION LIST 
WEEKLY CALL SCHEDULE 


EACH 

EACH 

EACH 

PKG/100 

EACH 

PKG/100 

PKG/100 

PKG/100 

EACH 

EACH 

PKG/100 

PKG/100 

PKG/100 

EACH 

EACH 

EACH 

EACH 

EACH 

PKG/100 

PKG/100 

PKG/100 

EACH 

EACH 

EACH 

EACH 

EACH 

PKG/100 

PKG/100 

PKG/100 

PKG/100 
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FUNCTION 


FORM NO. 


Stationary 


FORM TITLE 


i 


ALPHABET ± LISTING 


UNIT/ISSUE 


5L002 

5L001 

5L004 


COIN-OP DIVISION INTEROFFICE MEMO 

COIN-OP DIVISION LETTERHEAD 

COIN-OP DIVISION REPRODUCIBLE LETTERHEAD 


PKG/lOO 

REAM/500 

REAM/500 


5L010 

CONSUMER 

DIVISION 

INTEROFFICE MEMO 

5L005 

CONSUMER 

DIVISION 

LETTERHEAD 


5L008 

CONSUMER 

DIVISION 

REPRODUCIBLE 

LETTERHEAD 

5L014 

CORPORATE 

DIVISION 

INTEROFFICE 

MEMO 

5L013 

CORPORATE 

DIVISION 

LETTERHEAD 


5L015 

CORPORATE 

DIVISION 

REPRODUCIBLE 

I LETTERHEAD 


PKG/lOO 
REAM/500 
REAM/500 


PKG/100^1 
REAM/500 ’ 
REAM/500 


5L010 

5L009 

5L012 


HOME COMPUTER DIVISION INTEROFFICE MEMO PKG/lOO 

HOME COMPUTER DIVISION LETTERHEAD REAM/500 

HOME COMPUTER DIVISION REPRODUCIBLE LETTERHEAD REAM/500 


5L016 

GENERAL LETTERHEAD SECOND SHEET 

REAM/500 

5L017 

#10 ENVELOPE EMBOSSED 

BOX/500-^ 

5L019 

#10 ENVELOPE WITH WINDOW 

BOX/500 

5L020 

#10 ENVELOPE - INTERNATIONAL 

BOX/500 

5L044 

ENVELOPE - PAYROLL CHECK 

BOX/500 


MAILING 

LABELS 


8L021 

1173 BORREGAS 

SHEET/6 

8L022 

1195 BORREGAS 

SHEET/6 

8L023 

1180 BORDEAUX 

SHEET/6 

8L024 

1265 BORREGAS 

SHEET/6 

8L025 

P.O. BOX 427 

SHEET/6 

8L026 

1272 BORREGAS 

SHEET/6 

8L023 

1215 BORREGAS 

SHEET/6 

8L029 

1344 BORDEAUX 

SHEET/6 

8L030 

1196 BORREGAS 

SHEET/6 

3L031 

1105 FAIR OAKS 

SHEET/6 

8L032 

1399 MOFFETT PART DRIVE 

SHEET/6 

8L033 

750 LAURELWOOD 

SHEET/6 

8L034 

790 SYCAMORE 

SHEET/6 

8L035 

30 E. PLUMERIA 

SHEET/6 

8L036 

1183 BORDEAUX 

SHEET/6 

8L037 

735 SYCAMORE 

SHEET/6 

8L038 

60 E. PLUMERIA 

SHEET/6 

3L039 

590 BRENNAN 

SHEET/6 

8L040 

715 SYCAMORE 

SHEET/6 

8L041 

1285 FORGEWOOD 

SHEET/6 

8L042 

2710 N. FIRST STREET 

SHEET/6 

8L043 

1312 CROSSMAN 

SIIEET/6 


77 








I FUIMCTIOIM 


FORM MO. 


1M329 
LM333 
1M332 
1M359 
1M352 
1M357 
1M358 
1M351 
124154 
1M156 
1M355 
1M143 
li4354 
111134 
1M353 
1M356 
1M105 
3M342 
1M191 
121368 
1M366 
1M369 
124367 
124215 
1M213 
124214 
3M362 
124167 
124234 
224030 
124364 
124088 
124056 
124057 
124176 
124044 
324077 
124166 
124165 
1243 IS 
324218 
121033 
324374 
124302 
12114 6 
121153 
121239 
324373 
124150 
324041 
324042 
324112 
124172 
124220 


Manufacturing 


ALPHABETIC L1ST1M 



FORM TITLE 


UNIT/ISSUE 


400 D024 TRAVELER - HCD 
400 PAL TRAVELER - HCD 
400 UK TRAVELER - HCD 
400/800 FINAL LINE AUDIT 
400/800 FINAL SYSTE24 TEST 
400/800 TEST VERIFICATION AUDIT 
400/800 TRAY AUDIT 

400/800 VISUAL 24ECHANICAL INSPECTION 
810 DISK DRIVE FINAL INSPECTION DAILY PASS/FAILURES 
810 DISK DRIVE READ/WRITE TEST DAILY PASS/FAIL 
810 FINAL SYSTEM TEST 

310 FLOPPY DISK DRIVE REWORK TRAVELER 

810 OUTGOING QUALITY AUDIT 

810 PROBLE21 LOG 

810 TECHNICAL INSPECTION 

810 VISUAL MECHANICAL INSPECTION 

A21PS REPORT CONTENT DESCRIPTION 

AREA TRANSFER SLIP 

ASSEMBLY LOG 

ASSEMBLY PROCEDURE ASSE24BLY OPERATIONS - CED 
ASSE24BLY PROCEDURE CED MFG. 

ASSE24BLY PROCEDURE KIT LIST - CED 

ASSE24BLY PROCEDURE TOOLS AND FIXTURES - CED 

ASSEMBLY PROCESS ASSEMBLY OPERATION 

ASSE24BLY PROCESS KIT LIST 

ASSE24BLY PROCESS TOOLS AlvID FIXTURES 

ASSE24BLY REPORT - 24FG 

BAY MONITORING SHEET 

BAY OPERATOR SUMMARY SHEET 

BILL OF LADING 

BILL OF 24ATERIAL INPUT REQUEST 
BILL OF 24ATERIAL LOG 
BILL OF 24ATERIAL - 24FG. 

BILL OF MATERIAL - 24FG. SUPPLE24ENT 
BILL OF MATERIAL UPDATE INPUT FORM 
BIN CARD 

BULK ID TAGS/LABELS 

BURN-IN BAY LOG 

BURN-IN BAY STATUS 

BURN-IN CART LOG - PRE-STATE 

CAD REQUEST FORM 

C24C 3ATCH I.D. 

C024PUTER ACCOUNT 24AINTENANCE REQUEST - CORPORATE MIS 
C024PUTER INVENTORY - HCD 
C024PUTER LOG 
C024PUTER LOG 

COMPUTER/PERIPHERAL SHORTAGE STATUS 
CONSOLIDATION MANIFEST 
CONSU24ER DIVISION COVER SHEET 
CONSUMER RECEIVING REPORT 
CORRECTED RECEIVING DOCU24ENT 
CORRECTIVE ACTION REQUEST - CED 
CORRECTIVE ACTION REQUEST HCD 
COUNT VERIFICATION 


EACH 

EACH 

EACH 

EACH 

EACH 

EACH 

EACH 

EACH 

EACH 

EACH 

EACH 

EACH 

EACH 

EACH 

EACH 

EACH 

EACH 

PKG/100 

EACH 

EACH 

EACH 

EACH 

EACH 

EACH 

EACH 

EACH 

PKG/100 

EACH 

EACH 

EACH 

EACH 

EACH 

EACH 

EACH 

EACH 

EACH 

EACH 

EACH 

EACH 

EACH 

PKG/100 

EACH 

PKG/100 

EACH 

EACH 

EACH 

EACH 

PKG/100 

EACH 

PKG/100 

PKG/100 

PKG/100 

EACH 

EACH 
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FUNCTION 


FORM NO. 

1M335 

1M338 

1M268 

1M198 

1M199 

3M082 

3M266 

1M099 

8M267 

8M387 

8M107 

LM344 

1M310 

1M377 

1M155 

1M257 

2M013 

3M381 

2M375 

1M053 

114149 

3M271 

1M159 

1M340 

114108 

1M258 

3M372 

1M256 

1M243 

LM263 

1M238 

1M246 

1*4255 

3M386 

3M275 

3M241 

3M276 

3M277 

3M18S 

1M130 

1M184 

1*4254 

1*4299 

3M250 

1*4311 

1M326 

1*4309 

1*4363 

1*4392 

1*4242 

3*4170 

1*4201 

3*4295 

1*4114 


Manufacturing 



ALPHABETIC LISTING 


FORM TITLE 


UNIT/ISSUE 


CURRENT PCN STATUS - HCD 
CURRENT PCN STATUS REPORT 
CYCLE COUNT CONTROL LOG 
CYCLE COUNT DAILY PLAN 
CYCLE COUNTER PLAN 

CYCLE COUNT RECONCILIATION WORKSHEET 

CYCLE COUNT REQUEST 

CYCLE COUNT REQUEST 

CYCLE COUNT TAG - CONSUMER 

CYCLE COUNT TAG - SMALL 

CYCLE COUNT TAG - RED LARGE 

DAILY COUNT SHEET 

DAILY INSPECTION LOG 

DAILY LOT STATUS 

DAILY PRODUCTION REPORT 

DAILY REJECTS AND PERCENTAGES 

DEBIT MEMO 

DEBIT MEMO FOR FREIGHT - CED 

DEBIT MEMO - CED ONLY 

DEBIT MEMO CONTROL LOG 

DEVIATION REQUEST FORM - COIN-OP 

DEVIATION WORKSHEET - VCS 

DISK DRIVE LOG SHEET 

DOWN-TIME REPORT - DAILY 

ECN ACTION NOTICE 

EFFICENCY AND TOTALS 

FAX REQUEST - CED 

FINAL ASSEMBLY - HCD 

FINAL ASSEMBLY MONTHLY JOB COST - PCB TEST 

FINAL ASSEMBLY REJECTS GRAPH - HCD 

FINAL ASSEMBLY REQUIREMENTS 

FINAL ASSEMBLY WEEKLY JOB COST - PCB TEST 

FINAL INSPECTION DAILY REPORT - HCD 

FINISHED GOODS BAY SHEET - CED 

FINISHED FOODS INVENTORY TAG 

FINISHED GOODS RELEASE INFORMATION 

FINISHED GOODS RELEASE INFO. N2 CORRECTIONS 

FINISHED GOODS RELEASE INFO. N9 CORRECTIONS 

FINISHED GOODS RELEAST - HCD 

FLOPPY TEAR DOWN AND FUNCTION SHEET 

FLOPPY TEAR DOWN AND FUNCTION TEST 

FUNCTIONAL TEST DAILY REPORT - HCD 

GAME PROJECT STATUS - COIN-OP 

GAME REQUEST - COIN-OP 

"HOLD" TAG 

I/O SERVICE REQUEST 

INSPECTION STATUS RECORD 

INTRANSIT LOG - ATARI 

INVENTORY AREA CONTROL LOG - CED 

INVENTORY LOG SHEET 

INVENTORY MOVE TICKET 

INVENTORY STOCK CARD 

INVENTORY TAG - IICD 

ITEM MASTER UPDATE REQUEST 


EACH 

EACH 

EACH 

EACH 

EACH 

PKG/100 

PKG/100 

EACH 

ROLL/500 

EACH 

ROLL/500 

EACH 

EACH 

EACH 

EACH 

EACH 

PKG/100 

PKG/100 

PKG/100 

EACH 

EACH 

EACH 

EACH 

EACH 

EACH 

EACH 

PKG/100 

EACH 

EACH 

EACH 

EACH 

EACH 

EACH 

PKG/100 

PKG/100 

EACH 

PKG/100 

PKG/100 

PKG/100 

EACH 

EACH 

EACH 

EACH 

PKG/100 

EACH 

EACH 

EACH 

EACH 

EACH 

EACH 

PKG/100 

EACH 

PKG/100 

EACH 
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FUNCTION 


FORM NO. 


Manufacturing 


FORM TITLE 


ALPHABETIC LISTING 


UIMIT/ISSUE 


1M046 

2M052 

1M221 

1M223 

1M324 

6M216 

1M298 

1M304 

1M323 

1M128 

3M130 

1M334 

1M164 

1M301 

1M227 

1M224 

IM226 

1M225 

3M210 

1M204 

1M222 

1M127 

1M104 

1M122 

3M132 

1M123 

1M195 

1M169 

1M175 

3M065 

3M319 

1M197 

3M085 

1M190 

2M071 

2M296 

3M308 

3M306 

3M305 

3M307 

LM140 

1M286 

1M138 

1M288 

3M036 

8M207 

3M010 

8M316 

1M347 

1M118 

3M136 

3M237 

1M093 

11-1349. 


JOB TIME CARDS - CONTINUATION 
KIT LIST - BLANK FORMAT 
KIT LIST REQUEST 

KIT LIST REQUIREMENTS MAINTENANCE FORM 
KIT STATUS FORM 
KIT STATUS - PCB 

LIMITED PRODUCTION RELEASE - AUTHORIZATION 

LINE INVENTORY HCD 

LOSS AND DAMAGE CLAIMS FORM 

M.I.S. DOCUMENT CONTENT DESCRIPTION 

M.I.S. PROJECT CONTROL NOTICE 

MRB MOVEMENT 

MACHINING TIME RECORD - COIN-OP 

MAINTENANCE INVENTORY CONTROL 

MAINTENANCE WORK ORDER - CANCEL/OPEN/CLOSE 

MAINTENANCE WORK ORDER CHANGE ORDER 

MAINTENANCE WORK ORDER DELETE REQUIREMENTS 

MAINTENANCE WORK ORDER REQUIREMENTS 

MAINTENANCE WORK REQUEST - EQUIPMENT 

MAINTENANCE WORK ORDER - CONSUMER 

MAINTENANCE WORK ORDER REQUEST 

MFG. INFO. SYSTEMS CONTINUATION 

MFG. I.D. TAG 

MFG. MATERIAL DEVIATION 

MFG. MATERIAL MOVE - CED 

MFG. PRODUCT DEVIATION 

MASTER ADD AND DELETE - ITEM 

MASTER DETAILED SCHEDULE 

MASTER UPDATE INPUT FORM - ITEM 

MATERIAL CHANGE ORDER REQUEST - CED 

MATERIAL CONSIGNMENT REQUISITION 

MATERIAL CONTROL PLAN 

MATERIAL LOCATOR - CONSUMER INPUT LOG 
MATERIAL MOVEMENT LOG TAG 
MATERIAL PURCHASE REQUESITION 

MATERIAL PURCHASE REQUISITION CONTINUATION SHEET 

MATERIAL REVIEW LOG 

MATERIAL TRANSFER ORDER "B" - HCD 

MATERIAL TRANSFER ORDER "M" - HCD 

MATERIAL TRANSFER ORDER "U" - HCD 

MATERIAL TRANSFER ORDER CONTROL LOG 

MATERIAL TRANSFER ORDER CONTROL LOG - HCD 

MATERIAL TRANSFER ORDER CONTROL SHEET - CED 

MATERIAL TRANSFER ORDER CONTROL SHEET - HCD 

MEMO RECEIVER - PAD 

MIN/MAX CARDS - COIN-OP 

MODEL SHOP WORK ORDER 

MONTHLY LOT ID TAG 

NETWORK LOG 

NEW PRODUCT SCHEDULE 

ON LINE BATCH TICKET 

ON LINE DATA ENTRY 3ATCH TICKET - HCD 
OPERATING PROCEDURE - COIN-OP 
ORDER MAINTENANCE - MANUFACTURING 


EACH 

PKG/100 

EACH 

EACH 

EACH 

EACH 

EACH 

EACH 

EACH 

EACH 

PKG/100 

EACH 

EACH 

EACH 

EACH 

EACH 

EACH 

EACH 

PKG/100 

EACH 

EACH 

EACH 

EACH 

EACH 

PKG/100 

EACH 

EACH 

EACH 

EACH 

PKG/100 

PKG/100 

EACH 

EACH 

EACH 

PKG/100 

PKG/100 

EACH 

PKG/100 

PKG/100 

PKG/100 

EACH 

EACH 

EACH 

EACH 

EACH 

PICG/500 

PKG/100 

EACH 

EACH 

EACH 

PKG/100 

PKG/100 

EACH 

EACH 
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* 


FUNCTION Manufacturing 


ALPHABETIC LISTING 


FORM NO. 

FORM TITLE 


UIMIT/ISSU E 

3M320 

ORDER RECAP - CONSUMER 


PKG/100 

3M350 

OUT OF CALIBRATION TAG - CONSUMER 


PKG/100 

8M272 

OUTSIDE TEST LABELS 


ROLL/500 

1M3 30 

PCB AUTO KITS RECEIVED 


EACH 

1M109 

PCB DAILY PRODUCTION COUNT 


EACH 

1M125 

PCB DAILY REPORT - CED 


EACH 

1M090 

PCB FAILURE LOG 


EACH 

1M331 

PCB MANUAL KIST RECEIVED 


EACH 

6M217 

PCB PRODUCTION SCHEDULE 


EACH 

1M2 3 7 

PCB REQUIREMENTS PLANNING 


EACH 

3M116 

PCB RETURN LOG - COIN-OP 


EACH 

8M121 

PCB RECEIVING ID LABEL - COIN-OP 


ROLL/500 

1M115 

PCB SHIPPING WORKSHEET - COIN-OP 


EACH 

1M133 

PCB SHORTAGE PRIORITY 


EACH 

1M249 

1MU80 

ZiW T0R 

PCBA TOOL AND TEST EQUIPMENT 

PCS AND SOFTWARE PRICE LIST 


IM 

EACH 

EACH 

1M141 

PCS COMPUTER TRAVELER 


EACH 

1M141A 

PCS COMPUTER TRAVELER - UK 


EACH 

1M141B 

PCS COMPUTER TRAVELER-PAL 


EACH 

1M145 

PCE RTV LOG 


EACH 

1M168 

PCS SOFTWARE SHIPPING AND RECEIVING ACTIVITY LOG 

EACH 

1M147 

PACKING SLIP DUMMY - CED 


EACH 

3M051 

PACKING SLIP DISCREPANCY - CED 


PKG/100 

1M253 

PACKOUT REPORT - DAILY 


EACH 

1M158 

PACKOUT SERIAL NO. 


EACH 

3M290 

PALLET LOAD TAG - CONSUMER 


PKG/100 

8M113 

PART BAG I.D. LABEL 


ROLL/500 

1M281 

PART CLASS FILE INPUT 


EACH 

1M280 

PART NUMBER FILE INPUT 


EACH 

8M209 

PART NO. KIT NO. LABEL 


ROLL/500 

1M240 

PARTIAL BOX 


EACH 

3xM289 

PHYSICAL INVENTORY BAY SHEET 


PKG/100 

1M393 

PHYSICAL INVENTORY RECORD SHEET 


EACH 

3M294 

PHYSICAL INVENTORY TAG - CED 


PKG/100 

8M131 

PHYSICAL INVENTORY TAG - COIN-OP 


PKG/100 

1M365 

POST PACK AUDIT 


EACH 

8M097 

PRE COUNT INVENTORY CARD 


EACH 

1M117 

PRE PRODUCTION SCHEDULE 


EACH 

1M2 33 

PRICE CHANGE TO PRODUCT FILE 


EACH 

1M345 

PROCEDURES FOR SAFE AND EFFICIENT OPERATION AND MAINT. 

EACH 

1M178 

PRODUCT MOVEI4ENT REPORT 


EACH 

1M336 

PRODUCT SERVICE CURRENT STATUS - CONSUMER 

STR 

EACH 

1M337 

PRODUCT SERVICE CURRENT STATUS - CONSUMER 

STD 

EACH 

124389 

PRODUCTION ACTION RECORD - CPG 


EACH 

3M194 

PRODUCTION LINE STOPPED MANAGEMENT NOTIFICATION 

PKG/100 

1M260 

PRODUCTION PERFORMANCE 


EACH 

1M017 

PRODUCTION SCHEDULE 


EACH 

1M187 

PROJECT CONTROL CHART 


EACH 

1M279 

PROJECT CONTROL LOG 


EACH 

6M376 

PROJECT MILESTONE LIST 


PAD/100 

1M278 

PROJECT STATUS REPORT 


EACH 

1M120 

PROOF OF DELIVERY SLIP - COIN-OP 


EACH 

124371 

PURCHASE ORDER APPROVAL - HCD 


EACH 
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FUNCTION 


FORM NO. 


1M236 
1M297 
1M270 
1M252 
1M312 
3M385 
1M346 
8M321 
2M049 
2M211 
1M303 
LM285 
1M348 
1M291 
3M293 
1M373 
1M092 
2M019 
3M265 
1M313 
3M200 
3M328 
3M327 
3M219 
3M161 
1M192 
8M317 
3M347 
1M259 
1M382 
1M101 
3M089 
1M174 
1M314 
2M014 
3M208 
LM251 
1M262 
1M261 
LM244 
1M245 
1M205 
1M179 
1M379 
1M380 
LM388 
1M283 
LM282 
3M182 
LM228 
1M229 
3M212 
3M196 
lt*ll 9 3 
3M390 


Manufacturing 


ALPHABETIC LISTING 


FORM TITLE 


UNIT/ISSUE 


PURCHASE REQUISITION MAINTENANCE 

PURCHASE REQ/PURCHASE ORDER LOG BOOK 

PURCHASE REQUISITION/PO LOG TOTALS 

QUARTERLY COUNT 

"RTV" TAG - CONSUMER 

RAW MATERIALS BAY SHEET - CED 

RAW MATERIALS WAREHOUSE DAILY OPERATORS LOG 

RECEIVING LOT TAG - CONSUMER 

RECEIVING REPORT - COIN-OP 

RECEIVING REPORT - HCD 

REJECT SIGN-IN LOG - HCD 

REPORT CONTENT DESCRIPTION - VQAS 

RESOURCE PLANNING SYSTEM - MANUFACTURING 

RETURNED GOODS MANIFEST 

REWORK INSTRUCTION 

ROYALTY WORKSHEET - HCD 

SPE UNIT LOG 

SCRAP REPORT 

SCRAP REPORT - VCS 

"SCRAP” TAG 

SERIAL NUMBER RECORD 

SHIPMENT BATCH CONTROL LOG 

SHIPPER BATCH CONTROL TICKET 

SHIPPING ACTIVITY LOG - HCD 

SHIPPING DECLARATION - CED 

SHIPPING RECEIVING LOG 

SHIPPING TAG - CONSUMER 

SHORTAGE STATUS 

SIGN IN SHEET 

SILKSCREEN FINISHED GOODS SCHEDULE 
SILKSCREEN PRODUCTION SCHEDULE 
SILKSCREEN WORK ORDER 
SMALL PACKAGE SHIPPING REPORT 
"SORT” TAG 

SPECIAL SHIPPING ORDER 

STORE ROUTING TAG - COIN-OP 

SUB ASSEMBLY DAILY OUTPUT TO STANDARD 

SUB ASSEMBLY INSPECTION DAILY REPORT 

SUB ASSEMBLY INSPECTION - HCD 

SUB-ASSEMBLY MONTHLY JOB COST 

SUB-ASSEMBLY WEEKLY JOB COST 

TALLY SHEET - COIN-OP 

TECHNICIANS DAILY LOG 

TELEPHONE TRACING FORM 

TELEPHONE TRACING RECORD 

TERMINAL MOVE INSTALLATION REQUEST 

TEST ACCOUNT FILE INPUT 

TEST TYPE FILE INPUT 

TEST EQUIPMENT LOG FORM 

TOOL BOX LIST (BLANK) 

TOOL BOX LIST 

TOOL CRIB INVENTORY MOVEMENT TICKET 
TOOL CRIB REORDER NOTICE 
TOOL/GAGE/EQUIPMENT ORDER 

TROUBLE CALL WORKSHEET - PRODUCTION SUPPORT - MIS 


EACH 

EACH 

EACH 

EACH 

EACH 

PKG/100 

EACH 

ROLL/500 

PKG/100 

PKG/100 

EACH 

EACH 

EACH 

EACH 

PKG/100 

EACH 

EACH 

EACH 

PKG/100 

EACH 

PKG/100 

PKG/100 

PKG/100 

PKG/100 

PKG/25 

EACH 

ROLL/500 

EACH 

EACH 

EACH 

EACH 

PKG/100 

EACH 

EACH 

PKG/100 

PKG/100 

EACH 

EACH 

EACH 

EACH 

EACH 

EACH 

EACH 

EACH 

EACH 

EACH 

EACH 

EACH 

PKG/100 

EACH 


EACH 

PKG/100 

PKG/100 

EACH 


PKG/100 
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FUNCTION Manufacturing ALPHABETIC LISTING 


; FORM MO. 

FORM TITLE 

i UfJIT/ISSUE 

3M206 

TROUBLE CARD - CONSUMER 

PKG/100 

1M035 

TROUBLE SHOOTING LOG - ATARI 400/800 

EACH 

1M183 

TROUBLE SHOOTING LOG VCS 

EACH 

LM031 

TROUBLE SHOOTING REPORT 

EACH 

6M048 

TWO HOUR PRODUCTION COUNT 

PAD/100 

3M235 

UNLOADING REPORT 

PKG/100 

1M315 

"USE AS IS" TAG 

EACH 

1M203 

VARIANCE REPORTING LOG - DAILY 

EACH 

3M322 

VENDER DROP/SHIP TAG 

RCLL/500 

1M284 

VENDOR FILE INPUT 

EACH 

1M269 

VENDOR INSPECTED MATERIAL RECORD 

EACH 

1M148 

WAREHOUSE LABEI 

EACH 

DM135 

WEEKLY JOB COST SHEET 

EACH 

1M300 

WEEKLY SUMMARY - P.W.A. 

EACH 

3M163 

WOOD SHOP ASSEMBLY ROUTING TAG 

PKG/100 

124383 

WOODSHOP FINISHED GOODS SCHEDULE 

EACH 

3M135 

WOODSHOP MILL ROUTING TAG 

PKG/100 

1M162 

WOOD SHOP OPERATIONS LOG 

EACH 

1M343 

WORK IN PROGRESS REPORT 

EACH 

3M264 

WORK ORDER/MTO LABEL 

ROLL/500 

6M274 

WORKMANSHIP STANDARDS MANUAL - CONS. PROD. 

EACH 


FUNCTION Purchasing 


ALPHABETIC LISTING 


FORM NO. 


FORM TITLE 


UNIT/ISSUE 


1P035 
IP 02 8 
1P020 
1P034 
1P030 
1P024 
3P036 
2P018 
2P002 
2P029 
1P009 
1P025 
1P026 
1P033 
6P012 
2P003 
3P032 
3P031 
1P019 
3P001 
3P011 
1P02 3 
1P016 


BEIER & GUNDERSON DELIVERY LOG 
BUYERS WEEKLY REPORT 
DAILY CYCLE COUNT EVALUATION LOG 
EQUIPMENT LIST 
EXPEDITE FORM 

EXPEDITE FORM - CORPORATE PURCHASING 
OFFICE SUPPLY ORDER FORM 
PURCHASE CHANGE ORDER 

PURCHASE ORDER - CONSECUTIVELY NUMBERED 
PURCHASE ORDER - INTERNATIONAL 
PURCHASE ORDER LOG - PLAIN 
P.O. MAINTENANCE TRANSMITTAL 1 
P.O. MAINTENANCE TRANSMITTAL 2 
PURCHASE ORDER ROUTING FOLDER 
PURCHASE ORDER STATUS CORRECTIONS 
PURCHASE ORDER - UN NUMBERED 
PURCHASING PROBLEMS 

PURCHASE REQUISITION - BUSINESS CARDS 
PURCHASE REQUISITION LOG 
PURCHASE REQUISITION - NON CONFIRMING 
REQUEST FOR QUOTATION 

SUMMARY OF QUOTATIONS - PRICE ANALYSIS 
VENDOR SURVEY FORM 


EACH 

EACH 

EACH 

EACH 

EACH 

EACH 

PKG/25 

PKG/10C 

PKG/100 

PKG/100 

EACH 

EACH 

EACH 

EACH 

EACH 

PKG/100 

PKG/100 

PKG/100 

EACH 

PKG/100 

PKG/100 

EACH 

EACH 
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FUNCTION 


ALPHABETIC LISTING 


Quality Assurance 


FORM WO. 


FORM TITLE 

[ 


UNIT/ISSUE 


8Q244 

1Q381 

80236 

1Q358 

10368 

1Q370 

1Q305 

1Q369 

1Q310 

1Q311 

1Q227 

1Q312 

1Q301 

1Q340 

1Q351 

1Q352 

10243 

1Q373 

1Q374 & A 

6Q366 

8Q325 

10333 

1Q326 

1Q232 

1Q327 

10320 

1Q313 

1Q334 

1Q303 

1Q303A 

10367 

1Q339 

2Q300 

1Q360 

1Q321 

1Q201 

1Q3 32 

1Q331 

3Q200 

1Q231 

1Q315 

2Q378 

3Q330 

3Q379 

1Q356 

10309 

1Q330 

10329 

1Q328 

10322 

1Q345 

10346 

3Q349 

1Q377 

1Q304 


ACCEPTED/REJECTED DENNISON LABEL 
ACCEPTED/REJECTED SIGNS - QA CED 
ADJUST/REPLACE/REWORK TAG 
AUDIT CORRECTIVE ACTION REPORT - QA 
AUDIT LOG - Q.C. 

BOARD INSPECTION LOG - Q.A. 

CHANGE NOTICE QUALITY ASSURANCE 
CHECK LIST - ASSEMBLY CABINETS Q.A. 

DAILY BOARD TEST - MICROPROCESSOR 

DAILY INSPECTION REPORT - QUALITY CONTROL 

DAILY VENDOR LOG 

DETENT & PUSH TEST STATUS CARD 

DOCUMENT CONTROL LOG 

FINAL LINE QUALITY CONTROL 

FIRST ARTICLE INSPECTION REQUEST/REPORT 

FIRST ARTICLE INSPECTION REQUEST/REPORT CONTINUATION 

FIRST ARTICLE PENDING LOG 

FIRST ARTICLE REPORT COVER - CED 

FIRST ARTICLE REPORT & SUPPLEMENT 

FIVE GRAPH PAGE 

FIXLOG - COMPUTER DIVISION 

IC AUDIT - Q.A. 

I.C. AUDIT TAGS 

I.R. LOG LSI TEST 

I.R. REQUEST QUALITY ASSURANCE 

INCOMING LOG - QUALITY ASSURANCE 

INCOMING STATUS REPORT - Q.A. 

INSPECTION DEFECT CODES (TOTALS) 

INSPECTION GUIDE CARD - Q.A. 

INSPECTION GUIDE CARD - PART I - Q.A. 

INSPECTION INSTRUCTION 
QUALITY ASSURANCE 
INSPECTION REPORT - COIN-OP 
INSPECTION REPORT - I.C. AUDIT 
INSTRUCTION QUALITY ASSURANCE 
INSPECTION SHEET - COIN-OP 
KIT AUDIT DAILY REPORT 

KIT AUDIT WEEKLY CORRECTIVE ACTION REPORT - Q.A. 

LOT TRAVELER 

M.T.O. LOG - LSI TEST 

MICROPROCESSOR TEST LOG 

NON-CONFORMANCE/INSPECTION REPORT - CED 
NON-CONFORMANCE/INSPECTION REPORT SUPPLEMENT - CED 
NON CONFORMING MATERIAL REPORT - HCD 
NOTICE OF TRANSMITTAL 
PCB TRAVELER 

P.W.A. DEFECT TALLY SHEET 

P. W.A. TALLY SHEET 

POWER ADAPTOR ELECTRICAL TEST DATA 
PROCEDURE QUALITY ASSURANCE 
ORS CONTINUATION SHEET 

QRS INSPECTION STAMP NUMBER ASSIGNMENT LIST 

Q. A. ALERT 

Q.A. AUDIT TEST LOG 
QUALITY ASSURANCE - CED 


PKG/1000 

EACH 

EACH 

EACH 

EACH 

EACH 

EACH 

EACH 

EACH 

EACH 

EACH 

EACH 

EACH 

EACH 

EACH 

EACH 

EACH 

EACH 

EACH 

EACH 

PKG/100 

EACH 

EACH 

EACH 

EACH 

EACH 

EACH 

EACH 

EACH 

EACH 

EACH 

EACH 

PKG/100 

EACH 

EACH 

EACH 

EACH 

EACH 

PKG/100 

EACH 

EACH 

PKG/100 

PKG/100 

PKG/100 

EACH 

EACH 

EACH 

EACH 

EACH 

EACH 

EACH 

EACH 

PKG/100 

EACH 

EACH 
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FUNCTION Quality Assurance 


ALPHABETIC )T!NG 


FORM NO. 

1Q304A 

1Q236 

1Q318 

1Q341 

1Q317 

1Q376 

1Q319 

1Q355 

1Q353 

6Q375 

8Q357 

10242 

1Q359 

8Q234 

8Q202 • 

8Q218 

8Q350 

1Q361 

1Q348 

1Q337 

3Q354 

3Q245 

8Q371 

30302 

1Q230 

30372 

1Q364 

60365 

3Q324 

3Q323 

1Q7 35 

3Q363 

1Q336 

10240- 

1Q342 

10307 

1Q3 38 



QUALITY ASSURANCE SUPPLEMENT - CED 

QUALITY ASSURANCE CARD - PERSONAL COMPUTERS 

QUALITY ASSURANCE COVER SHEET 

Q.A. COVER SHEET - COIN-OP 

Q.A. LOG SHEET - CED 

Q.A. STATUS 

Q.A. TEST SCHEDULE 

QUALITY HISTORY TAG - HCD 

QUALITY HOLD/STOP NOTICE - HCD 

QUALITY INFORMATION SYSTEM GRAPH 

RTV LABEL 

RECEIVING LOG - Q.A. 

REJECT TAG - FINAL INSPECTION 
REJECT TAG - MFG 
REJECT TAG - Q.A. 

REJECT TAG - SUB ASSEMBLY 
REPLACED PARTS TRACKING LABEL 
SOLDERABILITY TEST LOG 
SOLDERABILITY TEST LOG SHEET 
SOLDERABILITY TEST REPORT 
SOURCE EVALUATION 
SOURCE INSPECTION TRIP REPORT 
SOURCE VERIFIED MATERIAL SOA 
STATUS REPORT - Q.A. 

STATUS TAG - LSI 

STOCK AUDIT REPORT - Q.A. 

SYSTEM LOG 
TOO GRAPH PAGE 

VENDOR CORRECTIVE ACTION REQUEST - Q.A. 
VENDOR HISTORY - Q.A. 

VENDOR MONTHLY QUALITY & WORKMANSHIP REPORT 

VENDOR QUALITY SURVEY REQUEST 

VENDOR SOURCE INSPECTION REPORT - HCD 

VENDOR SURVEY & APPROVAL 

WAVE SOLDER PROCESS AUDIT RECORD 

WEEKLY REPORT BOARD TEST - MICROPROCESSOR 

WORK IN PROGRESS 


urjiT/i 



DO 


D 

D 

D 

D 


FUNCTION Customer Service 


ALPHABETIC TING 


FORM NO. | _ FORM TITLE _ j UNIT/I JE 


3S102 

ACCOUNT AUTHORISATION - CUSTOMER SERVICE 

PKG/ 

D 

3S155 

ADJUSTMENT BATCH CONTROL LOG 

PKG/ 

D 

3S154 

ADJUSTMENT BATCH CONTROL TICKET - CED 

PKG/ 

D 

3S084 

ATARI 400 COMPUTER SYSTEM ORDER FORM 

PKG/ 

D 

7S152 

AUTHORIZED SERVICE CENTER APPLICATION 

EACH 


1S156 

BATCH CONTROL LOG 

EACH 


1S157 

BATCH DETAIL SHEET 

EACH 


8S108 

CHANNEL 4 LABEL 

ROLL 

DO 

8S110 

CHANNEL 2-3 LABEL 

ROLL 

DO 

3S134 

CUSTOMER CORRESPONDENCE - ARLINGTON 

PKG/ 

) 
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FUNCTION 


ALPHABETIC LISTING 


Customer Service 


| FORM NO. 


FORM TITLE 


UNIT/ISSUE 


35135 
1S145 

35096 
3S006 
1S150 
3S071 
3S159 
3S137 
5S038 
8S109 
1S087 
1S106 
6S103 
3S104 

35139 
6S153 
7S098 

85122 
8S124 

85123 

35097 
3S114 
1S132 

35127 

35128 
1S057 

35140 
3S140A 
7S094 
3S142 
8S036 

35164 

35165 
1S105 
1S115 
1S158 
8S111 
3S093 
3S147 
1S148 
6S131 
6S138 
1S101 
3S125 

35136 
IS 149 
IS 107 
3S116 
3S144 
IS 119 
6S130 
6S161 
IS 113 
3S088 


CUSTOMER CORRESPONDENCE - ARLINGTON 
CUSTOMER RELATIONS SURVEY FORM 
CUSTOMER REPAIR AND ADJUSTMENT TAG - CED 
CUSTOMER SERVICE ACTIVITY FORM - ATARI 
DAMAGED RETURN MATERIAL AUTHORIZATION PROCESS 
DEALER ORDER WORKSHEET 

DISPOSITION RETURNED PRODUCT - REQUEST FOR 
DISTRIBUTOR ORDER WORKSHEET 

"EXTRA-EXTRA" LETTERHEAD - COIN-OP CUSTOMER SERVICE 
FACTORY RECONDITION LABEL 
FIELD SERVICE REPORT - CUSTOMER SERVICE 
FIELD SERVICE REPAIR ORDER 

FIELD SUPPORT CALL REPORT - CUSTOMER SERVICE 

FIELD SUPPORT COMPLAINT REFERRAL - CUSTOMER SERVICE 

IN HOUSE INVOICE - DALLAS 

INDEPENDENT SERVICE CENTER AGREEMENT 

INDEPENDENT SERVICE CLAIM STATEMENT 

INITIALLY DEFECTIVE LABEL - PINK 

INITIALLY DEFECTIVE RETURN LABEL - GREEN 

INITIALLY DEFECTIVE RETURN LABEL - YELLOW 

INITIALLY DEFECTIVE RETURN TAG - CED 

INITIALLY DEFECTIVE RETURN TAG - HCD 

INQUIRY LETTER - CPG - DALLAS 

INTERNAL COST TRANSFER NOTIFICATION - CPG 

INTERNAL SERVICE AUTHORIZATION - CPG 

INVENTORY CONTROL CARD 

INVOICE ADJUSTMENT - CED 

INVOICE ADJUSTMENTS SUPPLEMENT - CED 

INVOICE - CONSUMER CUSTOMER SERVICE 

MATERIAL CONCESSION AUTHORIZATION - CPG 

MINIMUM INVENTORY TICKET 

NEW PRODUCT ORDER WORKSHEET 

NEW PRODUCT SPECIAL RESERVATION FORM 

ORDER FORM - TEMPEST ROMS 

OUT OF WARRANTY REVENUE COLLECTIONS 

PALLET AND RECEIVING CONTROL LOG 

PARTS ID LABEL 

PARTS ORDER FORM - CONSUMER 

PCB LOG - COIN-OP 

PCB TELEPHONE LOG 

PLEASE CALL US - DALLAS 

POP DISPLAY CARD 

PRICE SHEET - CUSTOMER SERVICE 

PRIORITY SHIPMENT 

PROMOTIONAL ORDER WORKSHEET 

PROMOTIONAL ORDER FORM - COIN-OP 

RMA ACTIVITY FORM 

RMA - HCD 

RMA HANDLING CHARGE ANALYSIS 
RMA LOG 

RMA RECEIVING WORKSHEET 
RMA WORKSHEET - 5200 GAME 
RMA WORKSHEET 

RECEIVING RECORD - CUSTOMER SERVICE - COIN-OP 


PKG/100 

EACH 

EOOK/25 

P KG/100 

EACH 

PKG/100 

PKG/100 

PKG/100 

REAM/500 

ROLL/500 

EACH 

EACH 

EACH 

PKG/100 

EACH 

EACH 

BOX 

SHEET/6 

SHEET/6 

SHEET/6 

BOOK/25 

BOOK/25 

EACH 

PKG/100 

PKG/100 

EACH 

EACH 

EACH 

BOX 

PKG/100 

EACH 

PKG/100 

PKG/100 

EACH 

EACH 

EACH 

ROLL/500 

PKG/100 

EACH 

EACH 

EACH 

EACH 

EACH 

PKG/100 

PKG/100 

EACH 

EACH 

PKG/100 

PKG/100 

EACH 

PAD/100 

EACH 

EACH 

PKG/100 
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FUNCTION 


Customer Service 


ALPHABETIC LISTING 


FORM NO. 


FORM TITLE 


UNIT/ISSUE 


1S160 

1S151 

1S118 

3S120 

7S005 

1S141 

3S117 

1S051 

3S143 

3S129 

15162 

15163 
1S126 
1S083 
1S048 
1S047 
1S121 
1S027 
1S092 
1S133 

35089 

35090 



REFUSED SHIPMENT LOG EACH 

REJECTION LOG - CUSTOMER SERVICE EACH 

REQUEST FOR RMA EACH 

RETURN MERCHANDISE AUTHORIZATION PKG/100 

RETURN MERCHANDISE AUTHORIZATION BOX 

RETURNED GAMES INSPECTION TAG EACH 

RETURNS RECEIVING PKG/100 

SALES RECAP EACH 

SEARS REIMBURSEMENT CHECK REQUEST PKG/100 

SEARS WEEKLY REPORT PKG/100 

SERVICE PREMIUM PROGRAM ORDER FORM EACH 

SERVICE PREMIUM PROGRAM ORDER FORM FOR PERSONALIZED ITEMS EACH 
TELEX REQUEST - COIN-OP CUSTOMER SERVICE EACH 

TRACE RECEIVING DEALER SERVICE EACH 

TRACE SYSTEM PARTS FILE MAINTENANCE EACH 

TRACE PACKING LIST BOX 

TRANSACTION VARIANCES/CUSTOMER SERVICE EACH 

VERBAL ORDER FORM EACH 

VERBAL ORDER FORM- CONSUMER EACH 

VIDEO SYSTEM PICK-UP LETTER - DALLAS EACH 

WARRANTY CLAIM FORM - CONSUMER PKG/100 

WARRANTY CLAIM SUMMARY PKG/100 
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MAIL SERVICES 


Information 745-2368 1196 Borregas Avenue 

Working Hours: 5:00 a.m. - 5:00 p.m. 

BUSINESS HOURS: 8:00 a.m.-ll:30 a.m., 12:30 a.m.-5:00 p.m., Monday-Friday 


I. GENERAL INFORMATION 


A. All U.S. and intercompany mail is processed through this department. 

B. Whenever you change work locations notify the Mailroom as soon as pos¬ 
sible (prior to the move, with the move date is desirable). 

C. Inform the Mailroom of new employees, include building and department 
numbers. 

D. To send interoffice mail use intercompany mailing envelopes. Clearly 
print name of addressee, their building number and deposit in the build¬ 
ing "mailbox" in the appropriate slot indicating "outgoing interoffice 
mail". 

E. Include your name and location on intercompany envelopes to ensure that 
undeliverable mail is returned to you. 

F. Do not have personal items or mail delivered to you at work. 

G. Outgoing personal mail can be sent from the Mailroom only if it has 
proper postage. Personal mail without postage will not be mailed by the 
Mailroom. Do not use company envelopes for personal mail. 

H. When sending correspondence outside the company, always provide the 
street address followed by the post office box number for your office 
site. (Refer to the table below). 


Office Site 


P.0. Box 


Zip Code 


San Jose 50047 

Santa Clara 3705 

Sunnyvale 3427 

Milpitas 906 


95150 

95055 

94088-3427 

95035 


II. SERVICES PROVIDED 


A. OFFSITE MAIL POUCHES 


1. First class mail pouches sent out daily to the addresses listed 
below. Express mail pouches are sent Monday, Wednesday, and Friday. 
They will be sent on in between days if requested or available. 


Cyan Engineering 

P.0. Box 1875 

Grass Valley, CA 95945 

Ampliphone Corporation 
900 Brownsville Compress 
P.0. Box 4340 
Brownsville, TX 78520 


Atari, Inc. 

100 Jericho Quad, Suite 132 
Jericho, NY 11753 

Atari Caribe 
P.0. Box 1089 
Faj ardo, PR 00648 
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MAIL SERVICES 


Atari, Inc. 

12A Worlds Faire Drive 
Somerset, NJ 08873 


Atari, Inc. 

Dallas Regional Service Center 
2109 East Division 
Arlington, TX 76011 


Atari, Inc. 

2809 Butterfield 
Oak brook, IL 60521 


Atari, Inc. 

2110 Powers Ferry Rd. 
Building 1, Suite 303 
Atlanta, GA 30339 


Atari, Inc. 

Chicago Regional Service Cntr. 
5400 Newport Drive 
Suite 1 

Rolling Meadows, IL 60008 

Atari, Inc. 

300 E. 42nd Street 

10th Floor 

New York, NY 10010 


Atari, Inc. 

945 Concord Avenue 
Framingham, MA 01701 


2. DAILY EXPRESS MAIL POUCHES 


Express mail pouches are sent out daily. 

Warner Communications, Inc. 
75 Rockefeller Plaza 
New York, N.Y. 10019 


3. INTERNATIONAL MAIL POUCHES 


Atari, Inc. 

5654 Brown St. 

P.0. Box 9636 
El Paso, TX 79986 


First class mail pouches sent out daily to the addresses listed below. 
Express mail pouches are sent Monday, Wednesday, and Friday. They will 
be sent on in between days if requested or available. 


Atari Far East, Ltd. 

6th Floor 

10 Shing Yip Street 
Kwun Tong, Kowloon, 

Hong Kong 

Atari-Wong 

59 or 61-65 King Yip St 
2nd Floor 

Kowloon, Hong Kong 


Atari, Inc. 

5/F 2 Min Tsn East Road 
Taipei, Taiwan, ROC 


Atari Far East Ltd. 
Suite 605, Wingon Plaza 
Tsimshatsui East 
Kowloon, Hong Kong 


Atari International 
Intercity House 
Railway Terrace 
Slough, Berkshire 
ENGLAND SLZ5BZ 
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MAIL SERVICES 


B. Class of mail service available. 

1. First class 

2. Third Class 

3. Fourth Class 

a. Use for boxes over 3 lbs whenever possible. 

4. Express mail (not available to all locations) 

5. Certified 

6. International air 

7. International surface 

8. Mark all boxes and flats (8 1/2 X 11) with class of service (i.e., 
first, third, etc.) 

C. At this time the following services are NOT offered through the mail 
room: 

1. U.P.S. 

2. Insured 

3. Registered 

D. Company mail pick-up and deliveries: 

8:00am 10:00am 

12:00pm 2:30pm 
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EMERY EXPRESS SERVICE 


Contract Administration 727-2085 
Tracing 942-9000 
Pick-up problems 745-2084 


I. GENERAL INSTRUCTIONS 

A. Use first class mail when 3 day service is satisfactory and 
traceability is not required. (Through mailroom). 

B. Use UPS brown label when 7-10 days is acceptable and traceability 
necessary. (Contact Division Shipping Department). 

C. Use regularly scheduled Atari parcel service per the following 
schedule which is delivered to the following Atari/WCI locations: 

Delivery in Days 


WCI 

- 75 Rockefeller Plaza, N.Y. 

1 

Atari 

- 200 5th Street, N.Y. 

3-4 

Atari 

- 300 E. 42nd Street, N.Y. 

3-4 

Atari 

- 11500 Rojas Dr., El Paso, TX. 

1 

Atari 

- 2109 E. Division Street, TX. 

3-4 

Atari 

- Ampliphone Division, TX. 

3-4 

Atari 

- 2809 Oak Brook, IL. 

3-4 

Atari 

- 5400 Newport Drive, IL. 

3-4 

Atari 

- 3475 E. Point, GA. 

3-4 

Atari 

- Caribe, Puerto Rico 

3 


D. Use Emery Express Air Priority Day 2 when second day guaranteed 
delivery is acceptable. 

E. To implement cost savings use Emery Express Same Day Priority 9 
am only when next day 9:00 AM guaranteed delivery is a must. 

F. On Fridays DO NOT ship Same Day 9:00 AM delivery unless addressee 
will need to receive the package/letter on Saturday. 

G. Request AM priority if next day delivery by 10:30 - Noon is 
required, but for cost effectiveness, request PM priority if 
delivery by 5:00 PM is acceptable. 

H. Consolidate letters to a single address being sent the same day 
in the same envelope or carton. 

I. Use Department number, and employee badge number on all Einery 
Express Airbills for the Shipper’s Account Number. 

II. PROCEDURES FOR OUTGOING COURIER SERVICE 

A. Determine that courier service is required and urgency of 
delivery. 

B. Fill out Airbill (see sample and instructions attached). 

C. Pull bottom copy of Airbill for receipt and traceability. 

D. Place item(s) in appropriate package for shipment (i.e.; Urgent 
Letter, 2 lb Envelope, 5 lb. Box, or 5 lb. Tube). 
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EMERY EXPRESS 


E. Place package in designated courier pick-up box located in your 
building. The pick-up schedule is as follows: 


Address Co, Mail Emery Emery Late Pick-up 


60 Plumeria up 

to 3:00 pm 4:15 

5:30 

275 Gibraltar 

" 4:00 


700 Laurelwood 

it 

5:00 

790 Sycamore 

" 4:30 


845 Maude 

" 4:30 


1105 Fairoaks 

" 3:00 


1196 Borregas 

" 4:15 

Mailroom & Lobby 

1265 Borregas 

" 4:25 

5:25 

1272 Borregas 

" 4:30 


1349 Moffett 

" 4:30 


1399 Moffett 

" 4:20 

Lobby C 5:20 Lobby C 

2455 Augustine 

" 4:00 


2820 Orchard 

" 4:15 


3900 Freedom Cir. 

" 4:15 


All other bldgs. 

" (After 3:00 call 
603 Baltic) 

745-2084, Corporate Dist 


F. Buildings not listed above should send their courier service 

items to 603 Baltic by company mail last daily pick-up. If late 
service is required by a non-listed building, deliver courier 
items to one of the ’’late pick-up" buildings 1265, 1399, or 60. 
The traffic from those "late pick-up" sites goes directly to the 
airplane and are not eligible for additional lower pricing. 

3. Contact Points Regarding Emery are: 

Tracing: 942-9000 

Contract Administration: 727-2085 

Pick-up Problems: 745-2084 
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B9859 


G) cAr/9a ?d 


EMERY EXPRESS AIRBILL 


U.S./CANADA SERVICES * 

—shme any —bhm 


:- 0 - 


Shipper's Account Number 


(?) 


INTERNATIONAL SERVICES * 

CIJEJRST CUTES 

Door-to-Door (1 ) 

GUBUS/NESS CUTES' 

Door-to-Door 

ZH7 srnNanRCJ cutes 

Door to Airport / Airport-to-Airport 

/ J Other _ 

*See reverse side of this copy for conditions under which service is available. 


CU/TM 

ions 3 


CZJBM 

/ . /Other _ 


/ / Saturday Delivery Required 




From :mej 

© 


Phene 

:,:nv \\:rre 



Ccpi./Floor 

' s 


Zip Code (Required) 

Shipper s Reference No 

o 

Declared Value 

$ 


Origin Office 


SJC 


Shipment Number 


01181 


Number 
ol Pieces 


© 


Collect 
Shipper’s 
Charges 
on Delivery 


C.O.D. 


□ Company 
Check 
Payable to 
Shipper 
Acceptable 






SPECIAL INSTRUCTIONS 

© 


Subject to terms and Shippers v 
conditions on reverse Signature A_ 


□ GOVT. 


Form of Payment [~^j 

Prepaid 


□ 

Collect 




□ 

GBL 


□ Cash or Check 
on Pick Up 

1 I Bill To: (Address Below) Paying For □ Shipper □ Consignee □ 


_ Received By (Initials )_ 


Third 

Party 


To 


ID- 


Consignee s Account No. 


rn 


Commodity 

Code 


Weight 


Zip Code (Required) 


Consignee's Reference No. 


© 


Package Dimension 


This non-negotiable air way bill Is subject to the Terms and Conditions of Contract set forth on 
the reverse side of this copy. Emery shall not be liable for special. Incidental, or consequential 
damages and disclaims all warranties, expressed or implied, with respect to carriage of this 
shipment. Unless a higher value Is declared and an additional charge paid, the liability of Emery 
for this shipment Is limited to an amount set forth In the Emery Service Guide In effect on the 

date of shipment. 


For International Shipments only: 


Declared 

International 

Value for 

insurance 

Customs $ 

Amount $ 

Goods Received At 

Other 

[“[ Shipper s [““I Residence ["“"I City 

1_1 Door 1 1 Door 1 1 Terminal 

(~j Airport 1—J Carriers r“""| Carriers r“| Drop 

» 1 Terminal 1 1 Advance 1 1 Door 1 . 1 Qox 

Time Date 

No Shipments 

© 

This Stop 

By 

Advance 
at Origin 

$ 


Non-Negotiable Airbill 

Form OP-1 Rev. 2-83 Printed in U.S.A. 


Executive Offices 
Wilton, Connecticut 06897 


1 - Consignee’s Copy 
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EMERY WORLD AIRBILL 


1. Check the box for the shipping service you need: Dnery A.M. Service, 
Emery P.M. Service, or Saturday Delivery. 

2. Shipper's Account Number. 

3. Date. The date shipment is turned over to Emery. 

4. From. Enter your name and phone number. This permits us to contact 
you if the need arises. Next, enter your company name and complete 
address. Also include department, floor or room unmbers, street, 
city, state and Zip Code. 

5. Shipper's Reference No. Write Atari Department number and Atari 
employee badge number. 

6. TO. Enter name and phone number of contact. This permits Emery to 
contact your consignee if the need arises. Enter complete address 
where shipment is being sent, starting with company name, if any, 
department, floor or room number, street, city, state and Zip Code. 
(Note: Accurate Zip Codes are required for prompt, reliable delivery.) 

7. Consignee's Account No. Leave blank. 

8. Consignee's Reference No. Enter consignee's Purchase Order number or 
other reference. If none, leave blank. Any information entered here 
will be printed on Emery's invoice. 

9. Number of Pieces, Etc. This is a description of the shipment, 
o Pieces - Total number of packages. 

o Description and marks - For example: "Cartons of Printed Matter." 
Indicate any "Hazardous Material" or other special labels that 
have been affixed to the package. 

o Weight - Enter weight. Pounds are assumed unless you specify KG 
for kilograms. 

10. Package Dimensions. It's your option to enter package size or not. 
This information may be entered by an Emery employee. Indicate 
Length (L), Width (W), and Height (H) in inches, and the number of 
pieces of each size. Bulky, lightweight shipments will be rated at 
dimensional weight rather than actual weight. (See Terms and Condi¬ 
tions, Service Guide U.S./Canada available from Contract Admini¬ 
stration.) 

11. Special Instructions. For example: "Hold at Airport for Pickup" or 
"Notify on Arrival." 

12. Shipper's Signature. Your authorized signature is required when 
shipment is C.O.D. 

13. Form of Payment. Check "Prepaid". 

14. Goods Received At. This information will be entered by an Emery 
employee. 
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OFFICE EQUIPMENT REPAIR 


Service - 745-2211 

Hours: 7:30 a.m. - 4:30 p.m., Monday through Friday 


I. SERVICES PROVIDED 

A. Repair and maintenance of office equipment. 

1. Typewriters, all makes 

2. Calculators. 

3. Transcribers. 

4. Paper shredders. 

5. Other small electromechanical devices. 

NOTE: Please call if you have a question on whether a piece of 

equipment can be repaired by office equipment repair before calling 
for outside service. 

B. Repair service within 24 hours of trouble call. 

C. When calling in for repair of office equipment please provide the 
following information: 

1. Requestors name, department number, phone number, building number. 

2 Make name, i.e. IBM, Dictaphone, etc. 

3. Model number. 

4. Serial number. 

5. Asset number, if any. 

6. A brief description of the problem, i.e. jammed, wrong totals, etc. 
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\ purchase requisition 

( NOT A PURCHASE ORDER ) 


REQUISI TIQN AlO, 


Tbl352 


CON FI RMED 


CON FI RMED WITH 


ATARI 


NON-CONFIRMING P.O. NO. 

NC 


REQUESTOR: DO NOT USE SHADED AREAS. 

PREPARE TYPEWRITTEN WHEN POSSIBLE. 



White - Purchasing Green - Accounts Payable Yellow - Receiving Pink - Requestor Acknowledgement Goldenrod- Requestor Suspense 


A Warner Communications Company 


3P001 R2 (5-81) 



































PURCHASING 


3900 Freedom Circle 727-5354 


I. GENERAL INFORMATION 

A. All purchase requisitions must be submitted through Purchasing 
Department. 

B. This form is to be used to order office supplies, equipment under 
$1,000. (unless a Capital Equipment Purchase Requisition is affixed). 

C. All purchase orders must be approved by management as well as by the 
Purchasing Department. 

D. * To implement cost effectiveness, order standard office supplies from 

the Atari office supply catalog. (Boise Cascade) see procedure on 
using the special supply order form. 

E. Please avoid using special vendors unless absolutely necessary. 

F. If ordering supplies from special vendor, please allow at least 2 
weeks for delivery. 

II. HOW TO FILL OUT A PURCHASE REQUISITION (Form 3P001) 

1. Name of project title and number if applicable. 

2. Name of division for which purchase is being made. 

3. Name of requestor (person originating order). 

4. Phone number of requestor. 

5. Date of request. 

6. Requestor’s department number and account number to be charged. 

7. Date material needed. 

8. Address where cards are to be delivered. 

9. Requestor’s signature verifying order. 

10. Manager’s signature for authorization. 

11. Approximate total cost of all items included on requisition. 

12. Number items ordered in a consecutive manner (not quantity). 

13. Description of items being ordered (size, color, etc). 

14. Part number as listed in catalog provided by Atari and Boise Cascade. 

15. Quantity of item being ordered (how many of particular item). 

16. Approximate cost of item being ordered as listed in catalog. 

17. When stating price, this colomn is to indicate whether or not that 
price is for total units ordered or for each individual unit. 

18. Name of vendor when not ordering from Boise Cascade. 

19. Address of specified vendor where order is being placed. 

20. Name of city, state, zip code and telephone number of specified 
vendor. 

** Columns 21 through 32 are to be filled in by Purchasing Department 
only. 


III. FORM FOLLOW-UP 

A. Upon completion of form and signature authorizations, retain golden- 
rod copy in file for your records. 

B. The pink copy will be sent to the requestor verifying that the order 
has been placed and the cost of same, (columns 20 through 31 will 
have been filled-in by purchasing). 
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ATARI 


Business Card Purchase Requisition 

(shaded area) © 


DEPT. NO./ACCT. CODE 
(*) 


DELIVER TOTADDRESS) 


REQUESTOR SIGNATURE 


( 5 ) 


( 7 ) 


PURCHASE ORDER NO./ REL.NO. 

PS-34300 Release_ 


DATE MATL REQ. VENDOR CODE 

( 7 ) 


REQUISITION-NO. 

B ?198 


X TAXABLE 


CON FI RMED 



□ Corporate Headquarters 

□ Coin Operated Games 

□ Consumer Electronics 

□ Home Computer 


□ Corporate Headquarters 

□ Coin Operated Games 
O Consumer Electronics 

□ Home Computer 


□ Corporate Headquarters 

□ Coin Operated Games 
O Consumer Electronics 
O Home Computer 


□ Corporate Headquarters 

□ Coin Operated Games 

□ Consumer Electronics 

□ Home Computer 


□ Corporate Headquarters 
CD Coin Operated Games 
CU Consumer Electronics 
d Home Computer 


□ Corporate Headquarters 

□ Coin Operated Games 

□ Consumer Electronics 

□ Home Computer 


TELEPHONE 
( ) 


STATE Zl 


TELEX (OPTIONAL) 


White-Vendor • Blue-Purchasing • Green-Accounts Payable • Yellow-Receiving • Pink-Requestor Acknowledgement • Goldenrod-Requestor Suspense 
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arnef Communications Comoany 


3P031 (2/82) 






































PURCHASING 


IV. BUSINESS CARD INFORMATION 

A. Business cards must be ordered through Purchasing Department. 

B. Exempt employees are eligible to obtain business cards. 

C. Allow two to four weeks for delivery of business cards. 

D. Avoid ordering cards i-f a notice of a building move is/or has been 
indicated. 

E. Only the information requested on the form is allowed. Additional 
lines are not permitted. 

F. Style and shape variations of business cards are not permitted. 

G. This form is to be used ONLY for the ordering of business cards. 


V. 




HOW TO FILL OUT A BUSINESS CARD PURCHASE REQUISITION FORM (Form 3P031) 

1. Name of requestor (person originating order) 

2. Phone number of requestor. 

3. Date of request. 

4. Requestor’s department number and account number to be charged. 

5. Name of requestor’s division. 

6. Date cards are needed. 

7. Address where cards are to be delivered. 

8. Requestor’s signature verifying order. 

9. Manager’s signature for authorization. 

10. Name of division for whan cards are being made. 

11. Name of employee receiving cards. 

12. Employee’s exact title as it will appear on the cards. 

13. Building address where employee is located. 

14. Post office box number of building address. 

15. Name of city, state and zip code for building address. 

16. Office telephone number of employee (include area code). 

Telex number is optional. 
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Jk. 

ATARI 


Office Supply Requisition Form 


Boise Cascade 
Office Products Division 

415/467-8770 


3EQUISITION NO. N°- 004651 


NAME 

ATARI, INC. 

RECEIVING INDIVIDUAL 

71 

G 

REQUESTOR 

STREET 


N 

SUPERVISOR/MANAGER 



i T 

S u 


CITY 

STATE ZIP CODE 

R 

gr 

PURCHASING 



S 



REQUESTOR 


TELEPHONE NUMBER 


UNIT 

LEGEND 

8D 

- 

Bundle 

BX 


Sox 

C. 

= 

Hundred 

CT 

= 

Carton 

DZ 

a 

Dozen 

EA 

= 

Each 

M. 

» 

Thousand 

PK 

* 

Package 

PR 

- 

Pair 

RL 

a 

Roll 

RM 

* 

Ream 

ST 

= 

Set 

TB 

= 

Tube 


691801 


P.o. NO. 

QS49538 


ACCOUNT NO. 




M1-CR722 

Add Rolls Thermal 


K1-753-BK 

Ash Tray 


L2-C1181-BKL 

Binder 3 Ring 1”, Black, with Label Holder 


L2-C1182-8KL 

Binder 3 Ring 2", Black, with Label Holder 


L2-C1183-BKL 

Binder 3 Ring 3", Black, with Label Holder 


L2-25071 

Binder Pressboard, Black 


L2-25073 

Binder Pressboard, Blue 


B1-E717 

Calendar Refill 



H4-20BC 

H4-50 

H4-100 

H4-72345 

H4-72545 

F7-204 

S3-564-01 

S3-565-01 


Clips, Binder 3/4 , Small 
Clips, Binder V/t", Medic 
Clips, Binder 2', Large 
Clip, Paper, Standard 
Clip, Paper, Jumbo 

Clipboard, Letter _ 

Correction Fluid _ 

Correction Fluid, Thinne 


' S3-710-01 

Correction Fluid, Copies 

S3-747-01 

Correction Fluid, Pen/Ink 

B5-9 

Dictionary CGE, Linen 

P2-90N 

Envelope, 9x12 

N4-Z2-1 

Eraser, Pentel Pencils 

N6-1954 

Eraser, Magic Rub 

N6-7011 

Eraser, Pink Pearl 

N6-7107 

Eraser, Pencil Tip 


J4-804-526 _ 

F1-C1 13-1 A _ 

FI-4210-1/3 
F1-CD21-1 /3-BLU 


F1-CD21-1 /3-RE D 
FI-4152X2 


Eraser, Chalkboard _ 

File Folder, 1/3 Letter _ 

File Folder, 1/3 Letter, Interior 
File Folder, 1/3 Letter, Blue 


File Folder, 1/3 Letter, Red 
Folder, 2" Hanging Box Bottom 




BX 

A 5-SI 648 

Labels 1 X 3 


BX 

A5-S6432 

Labels 4X2 


BX 

F1-FF3-DBE 

Label, Folder, BE 248/BX 


BX 

F 1-FF3-DRD 

Label, Folder, DRD 248/BX 


BX 

F1-FF3-GN 

Label, Folder, GN 248/BX 


BX 

F1-FF3-LBE 

Label, Folder, LBE 248/BX 


EA 

H3-175 

Letter Opener 



N2-7000-BK 
N 2-7 000-BE 


N2-7QOO-RD 

N2-7000-GN 


N 2-7004 _ 

N2-SW1QPP-BE 
N2-SW1QPP-BK 
N2-SW1 OPP-R D 
N2-SW10PP-GN 
J4-830-8 
A2-23-344 

A8-10050 _ 

P3-8804 

P3-8806 _ 

P3-C4811W 


QTY UN PRODUCT NO. 


Marker, Broad Tip, Black 
Marker, Broad Tip, Blue 


Marker, Broad Tip, Red 
Marker, Broad Tip, Green 


Marker, Hi-lighter 4 Color Set 
Marker, Razor Point, Blue 
Marker, Razor Point, Black 

Marker, Razor Point, Red _ 

Marker, Razor Point, Green 
Marker, Visual Aid Marker Set 

Memo Sheets 4X6 _ 

Moistener, Fingertip _ 

Pad, Columnar, 4 Column 
Pad, Columnar, 6 Column 
Pad, Quad, White 11 X 8 1 /* 


DESCRIPTION 


LIST ADDITIONAL ITEMS BELOW 


3P036(9/82) 


J_1 102 | I_|_|_ 1 

1. White — Vendor 2. Canary — Purchasing 3. Pink — Accounting 4. Goldenrod — Requestor 


QTY 

UN 

PRODUCT NO- 

DESCRIPTION 

PRICE 

























































































































ORDERING OFFICE SUPPLIES 


Responsibility 


Action 


Requestor 


Corporate Purchasing 


Vendor 


Designated Receiver 


1. Insures sufficient quantity of supplies are kept 
on hand to perform various work related func¬ 
tions. 

2. Orders supplies as necessary by completing an 

Office Supplies Requisition Form (3P036, 9-82, 

see attached sample). 

3. Pulls goldenrod copy of Office Supply Requisi¬ 
tion Form for records and to verify items 

received against packing slip. 

4. Submits original, canary and pink copies of 
Office Supply Requisition Form To: 

CORPORATE PURCHASING 
3900 FREEDOM CIRCLE 
SANTA CALAR, CA 95050 

5. Receives all Office Supply Requisition Forms 
from various requestors. 

6. Verifies all items being requested on the Office 
Supplies Requisition Form (3P036, 9-82). 

7. Signs and dates all Office Supply Request Forms. 

8. Transmits original of all Office Supply Requisi¬ 
tion Forms to vendor for completion or order 
placing. 

9. Sends Accounting copy of all Office Supplies 
Requisition Forms to the Accounting Department. 

10. Receives Office Supply Requisition Forms from 
ATARI. Verifies, pulls, packages and delivers 
requested items to the Requestor or designee 
along with one copy of the packing list. 

11. Identifies and matches packages to the vendors 
shipping manifest. 

12. Signs name and badge number on vendor’s shipping 
manifest for packages received. 

13. Forwards or holds packages for requisitioners 
pick up. 

14. Forwards copy of signed shipping manifest to 
Accounts Payable. 
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ORDERING OFFICE SUPPLIES 


Responsibility 


Action 

Requisitioner 

15. 

Receives those items as requested on the Office 
Supply Requisition Form. 


16. 

Verifies that items received are items requested. 


17. 

Notifies vendor if items are missing or damaged. 


18. 

Contacts vendor at (408) 727-6892. 

Accounts Payable 

19. 

Receives copies of all Office Supply Requisition 
Forms signed off by Corporate Buyer. 


20. 

Receives copies of all vendor shipping manifests 
signed off by Designated Receivers. 


21. 

Matches requisitions to manifest and authorizes 
payment for those items. 


When an order is not received or if there is a problems with the order contact 
the Boise Cascade representative at Atari, 727-6892. 


If there are problems with the supplies received: 


RETURNING DAMAGED/INCORRECT OFFICE SUPPLY ITEMS 


Responsibility 


Action 


Requestor 


Vendor 


1. Determines that items received are damaged or 
misordered. 

2. Notifies vendor that items received are damag ed 
or incorrect. 

VENDOR CONTACT: 

BOISE CASCADE 

(408) 727-6892 

3. Returns damaged or misordered items to Vendor . 

4. Receives all damaged or misordered office 
supplies from ATARI Requisitioner. 

5. Immediately issues a credit to the requestor. 

6. Reviews items with Corporate Office Supply Buyer. 
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ORDERING OFFICE SUPPLIES 


Vendor (cont.) 


Corporate Purchasing 
Buyer 


7. Issues copy of the credit and/or makes any 
adjustments as necessary with the Buyer. 

8. Contacts Requisitioner of any adjustments made 
concerning the account. 

9. Reviews with the Vendor damaged or misordered 
office supply itmes. 
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CORPORATE RECORDS CENTER (Archives) 


1235 Bordeaux Drive Librarian - 743-6933 


SERVICES PROVIDED 


A. The Corporate Records Center stores documents (records, files) which 
must be retained beyond their useful life in your office space. These 
may also be retrieved when you need them. 


B. Hints for making the service work for you: 

1. Call the Records Center Librarian after you have read the proce¬ 
dure and discuss what you need. 

2. Remember you will have to use special Records boxes (supplied by 
the Records Center) to pack your files in, unless they are already 
filed in "banker 1 s boxes". 

3. Take care to fill out the Records Management Worksheet (Form 
3A387) correctly what you put on it has a lot to do with how easy 
or difficult it will be to locate your documents when you need 
them. Records Center staff will be happy to answer your questions 
about the Worksheet. Remember to get your manager*s approval 
before you send the sheet to the Center. 

4. After your boxes are picked up, labeled, indexed and shelved, you 
will be sent a copy of the Worksheet with the location of your 
boxes added to it. If you keep this handy you can call the 
Records Center when you need something and give the staff your box 
locations and they will have the boxes waiting for you by the time 
you arrive. 

5. You or someone from your department needs to go to the Center to 
pick up retrieved documents. They are never sent through the 
mail. 
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White - Records Center Pink - Wmjiv-up Yellow - Originator 































Responsibility 


Originator 


Corporate Records 


HOW TO STORE OR RETRIEVE DOCUMENTS AT THE 
CORPORATE RECORDS CENTER 


Action 


I. STORAGE 

1. Places materials to be stored in an approved 
storage box. 

2. Prepares an inventory/content list of each box 
to be stored. Retains list for future refer¬ 
ence. 

3. Prepares Records Management Worksheet. 

3a. Completes heading information providing: 

1. Current date. 

2. Page number. 

3. Originator name. 

4. Division (number). 

5. Building number. 

6• Department number. 

7. Telephone number. 

3b. Lists each box on one line of the form. 

8. Item number (starts with #1). 

9. Item description - brief description of 
box content. 

10. Date of Records - from/ to . Where 
applicable, record date of earlist item 
in box and date of most recent item. 

11. Media code. Refer to code list on 
form. 

12. Retention period. Indicate expected 
length of storage prior to destruction 
or other disposition. 

13. Comments. 

14. Manager approval. 


4. When box(es) is ready and form(s) approved, con¬ 
tacts the Corporate Records Center and request 
pick-up. 

5. Receives box(es) and form(s) from Originator. 

5a. If box(es) and/or form(s) do not meet 
RecordsCenter criteria returns to Origi¬ 
nator with instructions for correction. 
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Responsibility 


Action 


Corporate Records 
Center (cont’d) 


Originator 


Requestor 


Corporate Records 


Requestor 


Corporate Records 
Center 


6. When box(es) and form(s) are approved for Re¬ 
cords Center acceptance, assigns Records Center 
box number and location to each box accepted. 

7. Records on Records Management Worksheet the 
records center box number and location assigned 
to each accepted box. 

8. Returns copy of Records Management Worksheet to 
Originator. 

9. Receives copy of completed Records Management 
Worksheet and file with content inventory sheet 
for future reference. 

II RETRIEVAL 

1. Consults content list and Records Management 
Worksheet for identification of desired box(es). 

2. Contacts Corporate Records Center and provides 
complete identification of desired box(es). 

3. Receives retrieval request and locates identi¬ 
fied box(es). 

4. Arranges Requestor pick-up of box(es) and 
obtains estimate of expected return date if 
applicable. 

NOTE: Retrieval period is usually 1 working 

week . If required longer note on check out 
form. 

5. Records retrieval and completes form. 

6. Obtains signature on Check-out Request Form. 
Retains one copy during period box(es) out of 
the Records Center. 

6a. Provides signed copy to Requestor. 

7. Upon satisfaction of need, returns box(es) to 
Corporate Records Center. 

7a. If conditions warrant a change in reten¬ 
tion, discusses with Records Center Manage¬ 
ment. 

8. Receives box(es) and returns to designated stor¬ 
age area. 

8a. Destroys filed copy of Check-out Request 
Form. 
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SECURITY 


Emergencies (24 Hour) 

Security Investigation 
Security Communications Center 
Locksmith 


745-2417 

988-7953 

745-2417 

727-2285 


Guard Stations and Phone Numbers - Refer to the phone directory for building 
addresses and phone numbers 

I. Security Coverage For Atari Facilities 

A. For emergencies contact the Security Communications Center at 745-2417, 
24 hours per day. 

B. For access to a facility closed after regular hours of business: 

1. An employee must request their management to place his or her name on 
the access list used by Security for that specific location. 

2. Contact the Security Communication Center to request access. 

II. Locksmith Service 

A. To request service, complete the Locksmith Request Form (form #1A071R1) 
and send to the attention of the Locksmith at 605 Laurelwood. 

B. For emergencies, contact the Security Communications Center at 745-2417. 

III. Company Identification Badges 

A. All Atari employees will be issued Atari identification badges. 

B. Only the Security department issues Atari identification badges. 

C. Identification badge pictures are taken without an appointment on: 

1. Monday, Wednesday, and Friday 2:00 p.m. - 4:00 p.m. 

2. Tuesday and Thursday 9:00 a.m. - 11:00 a.m. 

D. A replacement fee of $2.00 cash will be charged for all lost or negli¬ 
gently defaced badges. No checks accepted. 

E. Identification badge for contract employees must be requested by the con¬ 
tracting Atari department. 

1. Issued for a maximum of 90 days. 

2. May be extended for up to 90 days per each extension request. 
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SECURITY 


F. Identification badge requests for contract employees must be in writing 
• and include all of the following information; 

1. Identify if the request is for a new employee or an extension for a 
current employee. 

2. Date of the request. 

3. Building number. 

4. Division and department number. 

5. Name, title, phone number and signature of the requester. 

6. Employee(s) name. 

7. The name of the employee*s firm or agency. 

8. Brief explanation of the employee’s duties while at Atari and the 
approximate length of time the employee will be with Atari. 

9. The date the employee will begin work. 

10. If the request is for an extension, specify the expiration date of 
the current badge and have the employee bring the request along with 
their badge at least three (3) working days prior to the expiration 
date to the Security office. 


IV. Pictures for Passports or Visas For Business Purposes. 

A. Pictures may be taken Monday through Friday by appointment only. Please 
call the Security office for an appointment. 


V. Security System Access Cards 

A. Certain buildings are equipped with security systems that restrict access 
to authorized individuals and require the use of an access card. 

B. To apply for an access card, the following information is required: 

1. Employee name. 

2. Employee badge number. 

3. Supervisor*s name and phone number. 

4. The building(s) to be accessed. 

5. The period of the day that access is needed for each listed building. 



SECURITY 


C. A memo with this information must be approved by the individual(s) for 
each respective building listed below and sent to the Security office 
before an access card will be issued. 

Bldg Individual 

30 Technical Supervisor, HCD Systems Support 

275 Vice President for A.S.G. 

Director of C.P.G. Software Development 

1235 Material Manager of C.P.G. 

C.P.G. Purchasing Manager for 
Packaging and Graphics 

1272 Vice President of Engineering for C.P.G. 

1501 Vice President of Engineering for Coin-Op 

2710 Vice President of Operations for H.C.D. 

D. All access cards must be picked up and signed for at the Security Office 
located at 3900 Freedom Circle. 

1. Any exceptions must be cleared with the Security Clerk. 

E. Any cards that are lost, stolen, or found are to be reported imnediately 
to the Security Clerk. 

F. Any security system problems are to be reported to the Security Clerk 
between the hours of 8:00 a.m. and 5:00 p.m. 

VI. Property Passes 

A. A permanent property pass is an identification card issued by Security 
authorizing an employee to move specified property onto, between, or from 
Atari premises on a regular basis. 

1. To request a permanent property pass; 

a. An employee must complete and submit a permanent property pass 
application (form # 1A195) to their supervisor for approval. 

b. The supervisor will review the employee’s request. 

c. If the supervisor approves the employee’s request, the supervisor 
will submit the request for the permanent property pass to 
Security. 

d. Security will review all requests and issue permanent property 
passes for the requests they approve. 
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SECURITY 


B. A temporary property pass is used for property that will be returned to 

its original location within 6 months or less. A temporary property pass 
will be requested and used in the following manner: 

1. The employee will submit a pass request for review to management per¬ 

sonnel authorized to issue a temporary property pass. 

a. Management personnel authorized to issue temporary passes are 

designated by the Vice President of Administration for each 

division. 

2. The authorized management personnel will review all pass requests, 
and for approved requests, complete and issue a temporary property 
pass to the requester. 

C. The employee must present both the property and the temporary or perma¬ 
nent property pass to the Security Officer or receptionist at the exit 
and/or entrance location when moving the property. 

D. Neither a temporary nor a permanent property pass is to be used in lieu 
of any physical inventory tracking document. 


PROPERTY 

PASS 


A 

ATARI 


1265 BORREGAS AVE 
P.O. BOX 427 
SUNNYVALE , CA. 94086 
408/745-2115 


N° 


06627 


NAME OF PERSON REMOVING PROPERTY 


□ 


EMPLOYEE 


DATE 


□ 


CUSTOMER 


O 


VENDOR OR VISITOR 


EMPLOYEE NO. 

EXTENSION 

DEPT. NO. 

COMPANY REPRESENTED 





DESCRIPTION OF PROPERTY 

SER. OR ID. NO. 

DESTINATION ( CHECK ONE) 



D INTER - FACILITY--—_ 



FACILITY 

C]employee*s HOME 



Q CUSTOMER, VISITOR, OR VENDOR FACI LITY 








DESCRIBE 


PROPERTY TO BE RETURNED? □ YES □ NO 


AUTHORIZING SIGNATURE 

WHITE COPY: Retained by authorised signer. Forward to Security SIGNATURE VERIFYING PROPERTY RETURN- 

office when material is returned. 

Q a Warner Commun.cai.ons Co/noany DATE OF RETURN 3A096 R1 (2-80) 
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RESOURCE SERVICES 












CORPORATE COMMUNICATIONS - PUBLIC AFFAIRS 


Community and Educational Activities 
Company Wide Contributions 
Visitor and Intra-Company Activities 


745-4436 

745-5872 

745-2129 


I. 




Services Provided 

A. Atari Speakers Bureau. 

B. Youth Advisory Council. 

C. Community Affairs. 

D. Educational Programs 

E. Publicity for the Atari Institute and Atari Computer Camps. 

F. Company Contributions and Sponsorships. 

G. Visitor activities. 

H. Intracompany public relations program. 

I. Government Affairs. 
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CORPORATE COMMUNICATIONS - PRESS RELATIONS 


Corporate 
Coin-Op Division 
Consumer Products Group 
Home Computer Division 


745-4691 

948-3074 

743-4124 

942-6790 


I. Services Provided: 

A. All media contact with the business press, consumer press, and trade 
press. 

1. Requests from outside sources for interviews, feature stories, or 
legal information must be directed to Press Relations. 

B. All official statements and communications with the media. 

1. All news releases must be approved by the Press Relations department 
responsible for that division prior to issuance. 

C. Publicity for new product introductions. 

D. Obtaining videotape of television programs regarding Atari. 

E. Publicizing domestic and foreign game tournaments. 

1. Provide instructions and materials. 

II. Press Relations - Corporate 

A. Addresses issues that pertain to company wide matters and special pro¬ 
jects (e.g. AtariTel and International). 

B. Coordinates information with W.C.I. Public Relations Department. 

III. Press Relations - Divisional 

A. Answers questions and addresses issues that pertain to their respective 
divisions. 
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CCLUMBIA/WARNER FEDERAL CREDIT UNION 


1265 Borregas 745-2414 

HOURS: 10:00 a.m. - 4:00 p.m., Monday through Friday 


I. SERVICES PROVIDED 

A. Various kinds of savings accounts. 

B. Share draft accounts (checking accounts). 

C. Automatic payroll deposits to savings or share draft accounts. 

D. Savings dividends are compounded quarterly and statements are mailed to 
employee 1 s home address. 

E. Share draft dividends are compounded daily and interest is paid at 
5 1/2% annually. 

F. No monthly fees. 

G. Personal, auto and other secured loans with approved credit. Contact the 
Credit Union for forms and additional information. 

NOTE: All withdrawls are paid in the form of a check issued to the 
employee. 

II. SPECIAL SERVICES PROVIDED 

A. Mobile Unit Hours and Locatins: 

Days Hours Locations 

Monday 10:30 am - 2:30 pm San Jose Offices 

(Center Parking Lot) 

Wednesday 10:30 am - 2:30 pm Milpitas Offices 

Friday 10:00 am - 12:15 pm 3900 Freedom Circle 

Friday 1:00 pm - 3:00 pm 2455 Augustine 

Note: Cash cannot be taken at the mobile unit. Deposits must be made by 

check or money order only. 

III. GENERAL INFORMATION/MEMBERSHIP REQUIREMENTS 

A. Any Atari employee working in Santa Clara or Grass Valley may join the 
Credit Union. There is no waiting period to join the Credit Union. 

B. Family members of Atari employees may join the Credit Union if they live 
in the same household and the Atari employee is a member. 

C. To open a savings account a minimum deposit of $6.00 is required.($5.00 
deposit and $1.00 membership fee). 

D. To open a share draft (checking) account a minimum deposit of $25.00 is 
required. 

E. A minimum balance of $5.00 is required to maintain a savings account. 

F. No minimum balance is required to maintain a share draft (checking) 
account. 

G. Automatic payroll deposits must be stopped 2 weeks prior to closing an 
account. 

Note: Membership can be maintained after employment with Atari dis¬ 
continues. 


117 



ATARI COMPANY STORES 


1215 Borregas 

Sunnyvale 

745-2277 

Tuesday - Friday 

1:30 a.m. 

- 4:00 p.m. 

2710 N. First St. 

San Jose 

942-6768 

Wednesday - Friday 

11:00 a.m. 

- 4:00 p .m. 

790 Sycamore 

Milpitas 

942-7300 

Tuesday - Thursday 

1:00 a.m. 

- 4:00 p.m. 


I . 


SERVICES PROVIDED 

A. A variety of Atari, Atari logo and Warner Communications 
products. 

B. Film processing. 


C. 


Packets of discount coupons 
activities (i.e., Marine World, 


for various recreational 
Disneyland, etc.) 


II. PURCHASE REQUIREMENTS 

A. Employees must display their badge when making purchases 
from the Company Stores. 
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ATARI EXPO 
(Game Room) 

1265 Borregas Security Desk 745-2115 

I. GENERAL INFORMATION 

A. The Atari game room is available to all Atari employees and their 
invited guests. There is no charge for the use of the games and dis¬ 
plays provided. 

Hours: 9:00am to 10:00pm, Monday through Saturday 
Sunday and Holidays: 9:00am to 5:00pm 

B. Group of 1 to 9 guests: Guests must be accompanied by a responsible 
employee at all times. Reservatiuons not required, but recommended. 

C. Groups of 10 or more: 

1. Guest will only be admitted if accompanied by a responsible em¬ 
ployee who has reserved Atari Expo at least five (5) days in 
advance. 

2. Reservations: Contact "Security Desk" above between 8:00am and 

4:00pm Monday through Friday. 

3. Maximum occupancy: 25 people. 

II. GAME ROOM RULES 

A. Employees are responsible for their guests. 

B. Employees must present badge and sign quests in and out of Atari Expo. 

C. Employees are asked to assist in maintianing a neat, orderly atmos¬ 
phere in both the Atari Expo and the adjoining lobby. 

D. No smoking, eating, or drinking is allowed in the Atari Expo. 

E. Guests are restricted to Atari Expo and must be escorted by an 
employee to other areas of Corporate Headquarters. 

F. Loitering in the lobby is prohibited. 

G. Children under the age of 12 must be accompanied by an adult (18 or 
older) at all times. 

H. Groups of children under the age of 12 must be well chaperoned: One 
adult per five children. 

III. PRIORITY ACCESS 

A. Any executive (Vice-President or above) sales, marketing, or public 
relations personnel will have priority access to Atari Expo and may 
close the room for a tour or demonstration at any time. 

B. Groups with reservations have priority over walk-in traffic. 

C. It is recommended that those without reservations call "Security Desk" 
first to determine availability of Atari Expo. 
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LEGAL 


Legal Counsel, 
Legal Counsel, 
Legal Counsel, 
Legal Counsel, 
Legal Counsel, 
Legal Counsel, 
Legal Counsel, 


AtariTel 

Consumer Electronics Division 
Consumer Products Group 
Coin-Op 
Corporate 

Home Computer Division 
International 


745-2835 

743-4845 

743-4845 

942-3026 

745-5693 

942-6791 

745-2835 


I. GENERAL SERVICES 

A. Contact the applicable Divisional Legal Counsel 

1. Advertising Rate Cards 
2• Contracts 

3, Credit Collections 

4. Equipnent Lease/Rental 
5• Sof tware Lease/Rental 

6. Warranty Statements 


B. For the following services contact 745-2328 


1. Clearance for activities* 

2. Copyrights 

3. General Licensing Agreements (except patent and licensing) 

4. Logos 

5• New Games/ Ideas 

6. Pending Litigation 

7. Trademarks 

8. Written Copy Clearance 

9. Confidential Disclosure of information 
10* Conflict of Interest 

11. Licensing of Atari/Outside Technology 

12. Outside Consultant use 

13. Patents 

a. Agreements 

b. Employee/In-House Inventions 

c. Infringement 

d. Litigation 


C. For FCC Licensing contact 942-6791 


Have copies of any documentation available when contacting Legal counsel. 
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TRAVEL 
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INTRODUCTION 


Business travel has become one of Atari*s 
most significant corporate expenditures. It 
is important that our traveling employees 
have a clear understanding of the procedures 
involved in planning, executing and reporting 
business trips. 

Our goal is to provide Atari personnel with 
an efficient, cost effective travel program 
in which they will receive expeditious, 
knowledgeable and courteous service. 

This guide includes information pertinent to 
the processing of business travel arrange¬ 
ments and covers the subjects on how to 
handle Cash Advances; Business Expense 
Reports; Corporate Charge Cards and Corpor¬ 
ate Discount Rate Programs. 

If the information you seek regarding 
business travel is not found in this guide, 
please refer to established Corporate Pro¬ 
cedures and/or Policies. 

If you need assistance interpreting these 
Procedures and/or Policies, contact Corporate 
Travel Administration. 
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ATARI CORPORATE TRAVEL ADMINISTRATION 


3900 Freedom Circle 
P.0. Box 3705 
Santa Clara, CA. 95055 
Telephone Number: (408) 988-0936 

ATARI AUTHORIZED TRAVEL AGENCY 


Ambassador Travel, Inc. 

1333 Lawrence Expressway 
Santa Clara, CA. 95051 
Telephone Numbers: 

(408) 985-2211 Business Travel 
(408) 985-2462 Personal/Vacation 

ATARI EMPLOYEE ACCOUNTING 


2455 Augustine Drive 
Santa Clara, CA 95051 
Telephone Number: (408) 727-2831 






OUTLINE OF TRAVEL PROGRAM PROCEDURES 


1. A TRAVEL AUTHORIZATION REQUEST (TAR) Form must be completed by the 
travel requester, (i.e., traveling employee or an individual 
designated to make business travel arrangements.) 

2. Travel Requester contacts the Atari Authorized Travel Agency di¬ 
rectly to place reservations. 

3. Appropriate management approvals must be obtained on the Travel 
Authorizaton Form to properly approve itinerary and cash advance. 

4. Travel Authorization Request Form is sent to Corporate Travel 
Administration, AT LEAST 3 DAYS PRIOR TO DEPARTURE DATE. 

• 

5. Corporate Travel Administration is responsible for: 

a. Processing cash advances with Employee Accounting. 

b. Receiving airline tickets from the Travel Agency. 

c. Inspecting airline tickets for correct fares and compliance 
with established corporate policies. 

d. Assembling travel packets, including cash advances. 

e. Delivering travel packets to respective Travel Requesters. 

6. A Business Expense Report must be submitted to Employee Accounting 
for proper reimbursements within 10 days after completing the 
Business trip. 


You will find more detailed information on making travel arrangements 
in the following pages. 


If more specific information is required, 
Corporate Procedures for the Travel Program, 
Travel Administration. 


refer to established 
or contact Corporate 
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PROCESSING TRAVEL ARRANGEMENTS 


After compiling the information necessary for filling in a TAR, you 
should contact the Atari Authorized Travel Agent to make your 
reservations. 


Since the Travel Agency is fully 
reservation process, if you would 
Agency information according to the 


automated, it would expedite the 
be prepared to give the Travel 
following format. 


EMPLOYEE INFORMATION 

a. Full name of passenger/last name first, 

b. Home telephone number, 

c. Department number. 

d. Employee Number 

e. Traveler’s Business Telephone Number 

f. Office building number. 

g. TRAVEL AUTHORIZATION REQUEST NUMBER 

h. Air Travel Card or American Express number; if you have a 
corporate charge card, please advise the Travel Agent to 
charge your airline ticket(s) to that number. 

i. Seating Preference: 

Smoking Non-Smoking Window Aisle Special Seat 

j. Personal Car Rental I.D. number: 

National Greenlight 
Avis Wizard 
Hertz #1 

k. If placing a reservation for another employee: 

Your name. 

Your telephone number (office). 

l. Purpose of the trip (Business Reason). 

This information is necessary for company records. 
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AIRLINE INFORMATION 


If 


you do not have a particular flight in mind 

a. Date of travel. 

b. Departure city/Airport 

c. Destination city/Airport 

d. Approximate time of departure. 

e. Class of service (First/Coach/Economy/Excursion). 

f. Number of passengers. 

g. Special Meals: Kosher, Vegetarian, etc. 


Should 

a . 
b . 
c . 

d. 

e. 

f. 


you have a particular flight number already picked out: 
Flight number and airline. 

Class of service. 

Date of travel. 

Departure city. 

Destination city. 

Number of passengers. 


HOTEL INFORMATION 

If hotels will be needed on the trip, please have the following 
information on hand: 


a. Name of hotel (if you have a particular one). 

b. City; location (Downtown, Airport, Meeting Site). 

c. Date checking in and date checking out. 

d. Special requests: 

King Bed 

Late check out 
Preferred floor 
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Will there be any other type of transportation needed? A rental car 
at the destination city or transportation to and from the airport? 

You will need the following information: 

CAR RENTAL INFORMATION 

a. Rental Agency name (National, Avis or Hertz). 

b. City/Location of rental (airport, hotel, downtown). 

c. Date of rental/return date. 

d. Personal car rental I.D. number. 

e. Type of car needed. 

LIMOUSINE INFORMATION 

a. Date of departure. 

b. Pick up location/Nearest cross street. 

c. Home telephone number (to confirm pick-ups). 

INTERNATIONAL TRAVEL 


When traveling abroad, make sure to inquire of the travel agent if 
visas are necessary. This is especially important when traveling to 
the Orient since most countries there require a visa or tourist card. 
VISAS and PASSPORT RENEWALS are processed through Corporate Travel, 
applications can be obtained through that department. Non-U.S. 

Citizens may have special Visa requirements, advise travel agency if 
traveling on a foreign passport. 


Allow 1 to 2 weeks (or more for certain countries) for processing of 
visas and passports. Arrangements can be made with Corporate Travel 
for emergency trips. 

Photographs for passports and certain visas are taken by Atari 
Security. You must make an appointment by calling (408) 988-7953, 
extension 74. 
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OVERSEAS IMMUNIZATIONS 


When traveling to countries in Asia, Africa, Central and South 
America, contact Patricia Ewart Manager of Corporate Health Services 
at (408) 745-7756 for information on immunization requirements. 
xMedical travel kits are available, and may be obtained from Corporate 
Travel Services. 


AUTHORIZED CLASS OF SERVICE 


Domestic Air Travel (Including the Caribbean) 
Vice Presidents and Above FIRST CLASS 

Directors COACH CLASS 

ALL OTHER EMPLOYEES COACH CLASS 


Employees should utilize excursion and discounted fares whenever 
possible to take advantage of cost savings. 


International Air Travel 
Vice Presidents and Above 
Direc tors 

Directors (on flights over 
8 hours ONLY ) 
ALL OTHER EMPLOYEES 


FIRST CLASS 
BUSINESS CLASS 

FIRST CLASS 
BUSINESS CLASS 


If an employee is traveling with a Vice President or above, or a 
Director (on an international flight over 8 hours) he/she may upgrade 
to First Class, if necessary. ONLY ONE EMPLOYEE CAN UPGRADE WHEN 
TRAVELING WITH AN EXECUTIVE 

CASH ADVANCES 

After making your reservations with the Travel Agency, you should 
determine how much cash advance is needed (if any) for the trip and 
fill in the appropriate ADVANCES INFORMATION on the TAR form. You may 
request either Traveler’s Checks OR a company check, not both. 
Traveler’s Checks are more commonly used. 
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TRAVEL AUTHORIZATION REQUEST 

(Form 3A091) 


ATARI' 



TRAVEL AUTHORIZATION/ADVANCE REQUEST 

INSTRUCTIONS: PREPARE TYPEWRITTEN OR USE BALL POINT PEN - PRESS FIRMLY 

RETAIN GOLDENROD COPY 

FORWARD BLUE COPY TO TRAVEL DESK - BLDG. 3900 

FORWARD WHITE, CANARY, PINK COPIES TO ACCOUNTING - BLDG. 2455 
CONTACT TRAVEL COORDINATOR TO CONFIRM SCHEDULE 


T.A. R. NO. 


27403 


© 



— Q 

EMP. NO. ✓—v 
© 

DEPT. NO. 

( V 

ACCOUNT NO. 

© 

LOCATION 

© 

TELEPHONE NO. 

© 


PURPOSE OF TRAVEL 


HI 


DEPARTURE DATE 
© 

TRAVELLING TO 

__ 

RETURN DATE^. 

© 

HH| 


] COMPANY CHECK (lOj I (TRAVELERS CHEQUE 

1 * (Allow 2 weeks for processing i (Available 8 - 11:30 a. m. 


1 - 4:00 p.m. ) 


YES 


AIR TRAVEL TICKETS REQUIRED ? 


Hi 

HOTEL ACCOMMODATIONS REQUIRED ? 



CAR RENTAL REQUIRED ? 



TRADESHOW 



TRAVEL ADVANCE REQUIRED ? * 




-© 


AMOUNT REQUESTED 

_( 2 )_ 

* DATE ADV. REQUIRED 



DATE 


DATE 

EMPLOYEE DESK APPROVAL 

DATE 

TRAVEL DESK NOTES: 



Q* Warner Communications Company 


White - Accounting I Canary • Accounting II Pink - Accounting III Blue - Travel Desk Goldenrod - Requestor 


3A091 R2 (8-82) 
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TRAVEL AUTHORIZATION REQUEST FORM 
(TAR) 



The TRAVEL AUTHORIZATION/TRAVEL ADVANCE REQUEST FORM, is the 

essential element in making business travel arrangements. A copy of 
the TAR must accompany all Airline Ticket, Hotel, Car Rental, Cash 
Advance and Reimbursement (Business Expense Report) requests. 


1. 
2 . 


3. 



4 . 

5 . 

6 • 

7. 

8 . 
9 . 


10 . 


11 . 

12 . 


Fill in the date prepared. 

Fill in the traveling employee’s information. Must include 
department and employee numbers. 

Identify the purpose of travel with specific descriptions and what 
is to be accomplished. 

Enter Account Number this expense will be charged to. 

Building Location. 

Business Telephone Number. 

Enter departure and return dates. 

List the cities traveling from and to. 

Check appropriate YES or NO boxes for: 

A. Air Travel Tickets Required? 

B. Hotel Accommodations Required? 

C. Car Rental Required? 

D. Trade Show 

E. Travel Advance Required? 

Check one for Cash Advance: 

Company Check 

Traveler’s Cheque (more commonly used) 

Enter requested dollar ($) amountof cash advance. 

Two (2) management signatures are necessary to properly approve a 
TAR Form. 
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LODGING INFORMATION 


Employees traveling on company business shall be expected to stay in 
accommodations costing no more than the prevailing room rates for 
hotels like the Hyatt chain. 

VICE PRESIDENTS AND ABOVE Hyatt REGENCY Club type rate 
ALL OTHER EMPLOYEES Hyatt Hotel Corporate rate 

Hotel bills are to be paid by the employee upon checking out of each 
hotel. Atari provides its traveling personnel with cash advances to 
use for payment of these charges. THERE IS NO DIRECT BILLING OF HOTEL 
CHARGES* Cash advances may be obtained by sending a completed and 
authorized Travel Authorization Request Form to Corporate Travel 
Administration at least three (3) days prior to required date. 
Emergency Advances will be accommodated with appropriate levels of 
management approval. 

CORPORATE RATES 

Atari maintains corporate rates with all major hotel chains and many 
smaller privately owned hotels. When making reservations through the 
Travel Agency, please request hotels which provide corporate rates, 
the agency has that information. If making reservatons directly with 
the hotel, inquire if they have corporate rates for Atari/Warner 
Communications Inc. employees. Most hotels should. 

GUARANTEED ROOM RESERVATIONS 

The Travel Agency guarantees all hotel and motel room reservations. 
These guarantees apply to any room which is held beyond 6:00 PM of the 
arrival date. 

If for any reason, you must change or cancel your reservations, please 
advise the Travel Agency or call the hotel directly by 4:00 PM (local 
time of the hotel) to prevent no-show charges from being assessed. It 
is important to note the name of the person with whom the cancellation 
is made and a cancellation number. 
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REPORTING HOTEL CHARGES 


A copy of the hotel bill must accompany your Business Expense Report 
for each particular trip. Refer to the Corporate Travel and 
Entertainment Policy regarding reimbursable business expenses (i.e., 
laundry, meals, etc.). 


SPOUSAL TRAVEL INFORMATION 


When an employee elects to have a member of his/her family along on a 
business trip, the amount of expenses should not exceed the cost that 
would have been incurred had he/she traveled alone. 

Airline tickets issued in the name of an individual accompanying an 
Atari authorized business traveler must be paid if full to the Travel 
Agency upon receipt of the ticket by the employee. 

Reimbursements (when applicable) will be made through a properly 
completed Business Expense Report. 

USE OF CORPORATE/PRIVATE AIRCRAFT 

All requests for availability and/or use of Corporate/Private Aircraft 
shall be processed through Judy Singleton, in Ray Kassar's Office. No 
other requests will be accepted. 
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CORPORATE CHARGE CARDS 


Atari makes certain travel charge cards available to it’s frequent 
traveling employees. These cards are for use when traveling on 
company business. 

If you find that you are making, or will be making, four (4) or more 
business trips a year, it would be helpful for you to obtain one or 
more of these cards. 

Cards Available 

UNITED AIRLINE AIR TRAVEL 

1. North America: 

2. International: 


CAR RENTAL COMPANIES 

1. National : 

2. Hertz: 


For travel within 
Continent, Hawaii or 
For travel anywhere 
those areas covered 
card . 

Cards from either 
interchangeable wit 
Avis. 


the North American 
the Caribbean, 
in the world including 
by the North America 


company may be used 
National, Hertz or 


Requests must be approved by department Vice Presidents and sent to 
Corporate Travel Administration. All memos should include the 
following information: 

1. Name of card carrier (User). 

2. Employee number. 

3. Department number. 

4. Business telephone number. 

5. Approval signature of Department Vice President. 

6. Date requested. 


Telephone requests for new cards will not be accepted. 
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Charges made on these cards are centrally billed to Atari and in turn 
to respective departments. New cards will arrive within three weeks 
of notification to Travel Administration. 

Please remember that these cards are for BUSINESS USE ONLY, they are 
not to be used for personal charges. 

A copy of the rental agreement (receipt when car is returned) must be 
attached to each corresponding Business Expense Report. 

Should you have any questions regarding the use of Corporate Charge 
cards, call Corporate Travel Administration. 


CORPORATE CAR RENTAL RATES 


Atari has made arrangements with major car rental companies to provide 
specially discounted rates to all Atari personnel. These rates are in 
effect when renting a car for business or personal use. 

Atari employees must present their company I.D. card along with their 
driver's license to ensure receiving these rates. 

Compact cars should be used whenever possible. 

Daily collision should not be purchased when renting cars for business 
purposes. 


IDENTIFYING CAR RENTAL CLASSES/TYPES 


Class A 
Class B 
Class C 
Class D 
Class E 


Economy or Subcompact 
Compact 

Mid Size or Intermediate 
Full Size (2 door) 

Full Size (4 door) 
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The rates for each company are as follows: 
Unlimited Mileage/Daily Rates: United States 


TYPE OF CAR 

NATIONAL 

HERTZ 

AVIS 

Class A 

$ 25.00 

$ 27.00 

$ 25.00 

Class B 

26.00 

28.00 

26.00 

Class C 

27.00 

29.00 

27.00 

Class D 

28.00 

30.00 

28.00 

Class E 

29.00 

30.00 

28.00 


INTERNATIONAL 

Europe, Africa & 
Middle East 

Asia, Latin America 
& Pacific 

20% 

discount 

10% 

discount 


25% 

discount 

25% 

discount 

CANADA 




Class B 


30.00 

29.00 

Class C 


32.00 

31.00 

Class D 


34.00 

33.00 


NATIONAL CAR RENTAL Daily Time and Mileage Rates for Inter-Ci 
Rentals: 


Class 

A 

S 25.00 

plus 

. 10£ 

a 

mile 

Class 

B 

26.00 

plus 

. 11£ 

a 

mile 

Class 

C 

27.00 

plus 

. 12|: 

a 

mile 

Class 

D 

28.00 

plus 

. 13£ 

a 

mile 

Class 

E 

29.00 

plus 

. 14 

a 

mile 


Discounts: 

On current published unlimited mileage and 

mileage included rates, except Class H 30% 

On current published time and mileage rate 60% 


On current published rates in Hawaii and 

Puerto Rico 15% 
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HERTZ CAR RENTAL 


Discounts: 

Where any vehicle rented under Contract Rates is returnd to a Hertz 

location other than in the renting city, such rental shall not qualify 

for Contract Rates, and the following rate shall apply instead: 

Standard Unlimited Mileage Rates, less a 20% discount and any 
applicable Drop-Off charges. 

For classes other than A,B,C,D, and E, a 20% discount shall apply. 

AVIS CAR RENTAL 


Discounts: 

At those locations not offering Unlimited Mileage Rates or on those 
rentals returned to another city, Normal Time and Mileage Rates will 
apply. On such rates a 50% discount will apply. 
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FREQUENTLY ASKED QUESTIONS 


1. WHAT IS A TRAVEL AUTHORIZATION REQUEST FORM? 

It is a pre-numbered form which when properly completd and 
approved, authorizes travel and related expenses (hotel, car 
rentals and cash advances) for the amounts and dates stated. It 
is also referred to as a TAR form. 

2. WHERE DO I GET A TAR FORM? 

Corporate Services, Forms Dept, located at 1196 Borrgegas has a 
supply of Travel Authorizations. You must submit a FORMS/XEROX 
REQUEST for TAR f s• For further information and/or a catalog of 
Atari forms, please contact Corporate Services. 

3. WHO APPROVES A TAR FORM? 

Approval for TAR forms must be obtained from the two (2) immediate 
upward levels of management of the traveling employee. i.e., 
His/He"r manager and the manager’s immediate director. 

4. DO I NEED ALL THE INFORMATION REQUESTED ON THE TAR FORM BEFORE 
CONTACTING THE TRAVEL AGENCY? 

It would be beneficial to have as much information as possible 
before calling to avoid wasting time in calling the agency back. 

5. HOW DO I CONTACT THE TRAVEL AGENCY? 

The name and telephone number of the Atari Authorized Travel 
Agency are provided in the front of this guide. 
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6. MUST I USE THE AUTHORIZED TRAVEL AGENCY? 

YES, except when traveling and unable to contact the agency or 
Corporate Travel. 

7. WHAT SHOULD I DO IN THAT CASE? 

Call the Airline, Hotel, or Car Rental company directly. 

8. HOW FAR IN ADVANCE SHOULD I MAKE A TRAVEL RESERVATION? 

You should call in your reservation as soon as you have sufficient 
information on the trip (ie., dates, destinations, purpose of 
trip, employee information, etc.) IT IS BEST TO CALL AS FAR IN 
ADVANCE AS POSSIBLE; YOU CAN ALWAYS CHANGE OR CANCEL A 
RESERVATION. 



9. CAN I CALL THE TRAVEL AGENCY JUST TO GET TRAVEL INFORMATION? 

YES, the Travel Agency is there ' to provide a service to our 
employees. 

10. CAN I MAKE PERSONAL TRAVEL ARRANGEMENTS WITH THE TRAVEL AGENCY? 

YES, the agency has a vacation department, which can be used when 
planning personal travel. 

11. SHOULD I SPEAK TO A PARTICULAR PERSON AT THE TRAVEL AGENCY? 

No, anyone at the agency should be able to handle your 
reservations. 
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12. CAN I USE ANY CAR RENTAL COMPANY I WANT? 


Atari receives special discounted rates for it's employees, these 
rates are determined by the amount of volume we do with each 
company, therefore we request that you ask for a car rental 
company in this order: 

1. NATIONAL CAR RENTAL Best Corporate Rate 

2. AVIS CAR RENTAL International-Best Rates/Domestic 

same as National 

3. HERTZ CAR RENTAL Least preferred due to highest 

ra tes 

13. HOW ARE THE AIRLINE TICKETS FROM THE AGENCY PAID? 

With a properly approved TAR form, airline tickets are charged to 
Atari and will be billed directly to the company and in turn to 
respective departments. 


14. WHAT IS A CASH ADVANCE? 

Any fund issued to an employee in a check or Traveler 1 s Checks for 
authorized travel and/or other business purposes. Cash Advances 
are processed through Corporate Travel and issued by Petty Cash. 

15. WHAT SHOULD I DO IF I NEED TO TRAVEL WITHIN THREE DAYS? 

Make the reservations with the Travel Agency and NOTIFY CORPORATE 
TRAVEL IMMEDIATELY « Corporate Travel will arrange to pick up the 
TAR form from you and will expedite the cash advance request with 
Petty Cash. d 
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16. WHAT IS A TRAVEL PACKET? 

Travel Packets are made up of an airline ticket, hotel and car 
rental confirmations, visa(s) (when necessary), cash advances, 
proxy and ticket receipts, itineraries, a blank Business Expense 
Report (for your use upon completion of your trip) and any other 
pertinent travel information. 

17. WHEN CAN I USE A LIMOUSINE? 

When you need transportation to and from the airport on a business 
t rip. 

Five Star Limousine/Private 
Golden State Limousine/Share a 
Ride 


If cancelling a trip completely or postponing for MORE than 10 
days, advise Corporate Travel. 

If postponing for LESS than 10 days, advise the Travel Agency, 
making necessary changes in schedule and refer to Postponement and 
Changes of Travel Arrangements in Corporate Procedures. 

19. WHAT SHOULD I DO IF I HAVE A PROBLEM WITH THE TRAVEL AGENCY? 

Contact Corporate Travel Administration, by telephone or by mail, 
and explain the situation. They will help you in any way they 
can. 



VICE PRESIDENTS AND ABOVE 
ALL OTHERS 


18. HOW DO I CANCEL A RESERVATION? 
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WHAT SHOULD I DO IF I HAVE A SPECIFIC QUESTION REGARDING CORPORATE 
POLICY OR PROCEDURE FOR TRAVEL AND ENTERTAINMENT? 


You can contact Corporate Travel Administration 








IMPORTANT REMINDERS 


Travel Authorization Request Forms and their numbers are essential 
for making travel arrangements. Travel Packets will not be 
delivered unless Corporate Travel Administration has received its 
copies. 

Corporate Travel Administration must have the copy of your Travel 
Authorization Request Form at least three (3) days prior to travel 
da te . 

Do not discard or make any markings (void, cancelled, etc.) on 
company issued Traveler's Checks or unused portions of airline 
tickets. Refer to Travel Procedures in regard to cancellation and 
endorsement of Traveler's Checks. 

Return all unused portions of airline tickets to Corporate Travel 
Administration for credit, not to the Travel Agency. 

Corporate Charge cards are for business expenses only. They are 
not for personal use. 

Business Expense Reports must be submitted within ten (10) working 
days after completion of business trip. Receipts for all 
transactions are requested regardless of amount. 

Traveler's Checks should be signed immediately upon receipt (in 
upper left hand corner). They are not protected in case of loss 
or theft unless signed. 

Carry Customer's Record of Purchase of Traveler's Checks 
separately from checks in case of loss or theft. 
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Report lost or stolen corporate charge cards to Corporate Travel 
Administration immediately during business hours or on the next 
business day. 

Always cancel a hotel reservation if it is apparent you will not 
use the accomodations. IF YOU DO NOT, your department will be 
charged for a NO SHOW reservation. 

If you will not be traveling on a confirmed flight and it is 
inconvenient to call Travel Administration or the Travel Agency, 
please cancel your reservations directly with the airlines. 

Reconfirm each leg of your itinerary. If you do not and miss one 
segment, the remainder of your itinerary is automatically 
cancelled by airline computer. 

For after hours emergency travel service, call 1 800 343-5032. 

In Alaska or Hawaii 1 800 343-040 

In Massachusetts 1 617 491-6320 (collect) 

When using this service, give the agent our identification number 
to locate the reservations confirmed through Ambassador Travel. 
Identification Number E 01. 
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EMERGENCIES, MAINTENANCE 38 

EMERGENCIES, MEDICAL 30 

EMERGENCY NUMBERS, OUTSIDE ATARI 30 

EMERGENCY TRAVEL IDENTIFICATION NUMBER 146 
EMERY EXPRESS, INSTRUCTIONS 92 

EMPLOYEE ACTION REPORT (E.A.R) 22 

EMPLOYEE ACTIVITIES 19 

EMPLOYEE COMMUNICATIONS 19 

EMPLOYEE HOSPITALIZATION 30 

EMPLOYEE LOANED TO ANOTHER DEPT 10 

EMPLOYEE RECORDS 19 

EMPLOYEE RELATIONS 19 
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EMPLOYEE RELOCATION 20 

EMPLOYMENT AGENCIES 20 

EXIT INTERVIEWS 19 

EXPRESS MAIL 90 

EXPRESS OFFSITE MAIL POUCHES 89 

FACILITIES 38 

FACILITIES WORK ORDER REQUEST FORM 40 

FACILITY MALFUNCTIONS 38 

FACILITY MALFUNCTIONS 38 

FCC LICENSING 120 

FILM PROCESSING 118 

FINISHED GOODS RELEASE 47 

FINISHED GOODS RELEASE FORM 48 

FIRE 30 

FIRST-AID KIT DISTRIBUTION 30 

FIRST-AID TRAINING 30 

FOOD CART 58 

FOOD SERVICES 58 

FORKLIFT TRAINING 30 

FORM SERVICES 61 

FORM/GRAPHIC DESIGN 61 

FORMS CATALOG 65 

FORMS LIST, CORP SERVICES CATALOG 65 

FORMS SERVICE REQUEST FORM 61 

FORMS SUPPLY REQUEST 62 

FURNITURE MOVING 38 

GAME ROOM 118 

GOVERNMENT AFFAIRS 115 

GRAPHICS PROJECTS 61 

GUARD STATIONS 111 

HEALTH COUNSELING 30 

HEALTH EVALUATION SERVICES 30 

HEALTH SERVICES, LOCATION/HOURS 30 

HOSPITALS 30 

HOTEL CHARGES 135 

HOTEL INFORMATION 134 

HOW TO COMPLETE BUSINESS EXP FORM 5 

HUMAN RESOURCES 19 

HUMAN RESOURCES INFORMATION SYSTEM 20 

IDENTIFICATION BADGES, CONTRACT EMPLY 111 
IDENTIFICATION BADGES, EMPLOYEE 111 

IMMUNIZATIONS 30 

INCORRECT SUPPLIES 104 

INFORMATION REPORTS 122 

INJURY OR ILLNESS, REPORTING 30 

INTER-LIBRARY LOANS 121 

INTERCOMPANY ADVERTISING 61 

INTERCOMPANY/INTEROFFICE MAIL 89 


INTERIOR IMPROVEMENTS 38 

INTERNAL SERVICE AUTHOR PROCEDURE 57 

INTERNAL SERVICE AUTHORIZATION FORM 56 
INTERNATIONAL TRAVEL 130 

INTEROFFICE MAIL 89 

INTERVIEW REQSTS FROM OUTSIDE SOURCES 116 
JANITORIAL SERVICE 38 

JOB ADVERTISING 20 

JOB REQUISITIONS 20 

LABELS 61 

LARGE SIZE COPY SERVICES 33 

LEAVE OF ABSENCE REQUEST 22,31 

LEAVE OF ABSENCE, MEDICAL 31 

LEGAL DEPARTMENT SERVICES 120 

LIBRARY SERVICES 121 

LICENSING 120 

LICENSING, FCC 120 

LIMOUSINES 130 

LITERATURE SEARCHES, COMPUTERIZED 121 

LOANS, EMPLOYEE 117 

LOCATION CHANGES 22,89 

LOCKSMITH SERVICES 111 

LODGING INFORMATION 134 

MAIL POUCHES, OFFSITE 89 

MAIL SERVICES 89 

MAINTENANCE 38 

MAINTENANCE EMERGENCIES 38 

MAINTENANCE OF ATARI PRODUCTS 57 

MANAGEMENT INFORMATION SYSTEMS 122 

MEDIA CONTACT 116 

MEDICAL EMERGENCIES 30 

MEDICAL LEAVE OF ABSENCE 31 

MILEAGE REIMBURSEMENT 3 

MILEAGE REIMBURSEMENT RATE 3 

MILEAGE REPORT 6 

MOBILE CATERERS 58 

MOBILE UNIT, CREDIT UNION 117 

NEWS RELEASES 116 

NEWS RELEASES 116 

NEWSPAPER AND PUBLICATIONS 19 

NOTEPADS 61 

NURSE LOCATIONS 30 

OBTAINING PETTY CASH ADVANCE 16 

OFF SITE MAIL POUCHES 89 

OFF-SITE OPERATIONS 39 

OFFICE ADMINSTRATION HANDBOOK 124 

OFFICE EQUIPMENT AND REPAIR 97 

OFFICE FURNITURE 38 
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OFFICE FURNITURE STANDARDS 38 

OFFICE PLANTS 39 

OFFICE SUPPLIES, ORDERING 103 

ORDERING OFFICE SUPPLIES 103 

ORGANIZATIONAL ANNOUNCEMENTS 19 

ORIGINALS REDUCTION/TRANSPARENCIES 33 

OUTPLACEMENT COUNSELING 19 

OVERHEAD TRANSPARENCIES 33 

OVERNIGHT DELIVERY SYSTEMS 92 

OVERSEAS MAIL SERVICES 90 

P.O. BOXES 89 

PAMPHLETS 61 

PASSPORT RENEWALS 112,130 

PATENT SEARCHING 121 

PATENTS 120 

PATENTS 121 

PAYROLL CODES 13 

PERSONALIZED NOTE PADS 61 

PERSONALIZED NOTE PADS REQUEST FORMS 64 
PETTY CASH 15 

PETTY CASH PROCEDURE 16 

PETTY CASH REQUEST FORM 16 

PHOTOS PASSPORTS OR VISAS 112 

PICINICS 19 

• POLICE 30 

POLICY/PROCEDURE MANUALS 124 

POLICY/PROCEDURES 124 

POWER SUPPLIES 38 

PRE-PRINTED FORM SUPPLY 61 

PRESS RELATIONS 116 

PROCESSING CASH ADVANCES 127 

PROCESSING TRAVEL ARRANGEMENTS 128 

PRODUCT LIABILITY 124 

PRODUCT SAFETY 124 

PROPERTY PASS APPLICATION FORM 114 

PROPERTY PASSES 113 

PUBLIC AFFAIRS 115 

PUBLICITY NEW PROD INTRODUCTIONS 116 

PURCHASE REQUISITION 98 

PURCHASE REQUISITION FORM 98 

PURCHASING 99 

REAL ESTATE 38 

RECORDS MANAGEMENT WORKSHEET 108 

RECORDS STORAGE 107 

RECRUITING AND PLACEMENT 20 

REIMBURSEMENT (BUSINESS EXPENSE RPT) 5 
REIMBURSEMENT (PETTY CASH) 15 

REIMBURSEMENTS, TRAVEL 5,127 



REIMBURSING THE EMPLOYEE 3 

REIMBURSMENT TO THE COMPANY 3 

RELOCATION, EMPLOYEE 20 

REMODELING 38 

REMOVING AN EMPLOY FROM LOA 22,31 

REPAIR SERVICE ATARI OWNED EQUIPMENT 57 
REPAIR/MAINTENANCE IN HOUSE PRODUCTS 57 
REPORTING/TREATMENT INJURIES 30 

REPRO OF 35MM COLOR SLIDES 33 

REPRODUCTION EQUIPMENT 33 

REPRODUCTION SERVICES 33 

RESERVATIONS 128 

RESERVATIONS (GAME ROOM) 118 

RESERVATIONS, CANCELLATIONS 143 

RESERVATIONS, ROOM, GUARANTEES 134 

RETURN TO WORK AUTHORIZATION 32 

RETURNING SUPPLIES 104 

REVISIONS TO EXISTING FORMS 61 

SAFETY GLASSES—PRESCRIPTION 30 

SAFETY INFORMATION 30 

SAFETY POLICIES AND PROCEDURES 30 

SAFETY PROBLEMS 30 

SAFETY TESTING 124 

SAVINGS ACCOUNT 117 

SECURITY 111 

SECURITY COMMUNICATIONS CENTER 111 

SECURITY INVESTIGATION 111 

SECURITY SYSTEM ACCESS CARDS 112 

SHARE DRAFT ACCOUNTS 117 

SICK TIME RECORDS 10 

SLIDES, REPRODUCTION 33 

SPORTS LEAGUES 19 

SPOUSAL TRAVEL INFORMATION 135 

STATE DISABILITY APPLICATION 30 

STATIONARY 61 

STORAGE, DOCUMENTS 107 

SUPPLIES, COFFEE STATIONS 58 

SUPPLIES, DAMAGED, RETURNG,INCORRECT 104 
SUPPLIES, OFFICE 103 

TECHNICAL RESEARCH 121 

TELECOMMUNICATIONS WORK ORDER FORM 44 

TELEPHONE DIRECTORY (ATARI) 43 

TELEPHONE DIRECTORY CHANGES 46 

TELEPHONE INSTALLATION,REPAIR 45 

TELEVISION DAMAGE CLAIMS 124 

TELEX STATIONS 43 

TIMECARD ACTIVITY CODES 13 

TIMECARD BOX LOCATIONS 10 
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TIMECARD PROBLEMS 10 

TIMECARDS 11 

TRADEMARKS 120 

TRAINING 19 

TRAVEL AUTHORIZATION APPROVALS 127 

TRAVEL AUTHORIZATION FORM 132 

TRAVEL AUTHORIZATION REQUESTS 133 

TRAVEL CARDS AVAILABLE 136 

TRAVEL CASH ADVANCES 15 

TRAVEL KITS, INTERNATIONAL 30 

TRAVEL PACKETS 127,143 

TRAVEL PROGRAM 125 

TRAVEL PROGRAM PROCEDURES 125 

TRAVEL QUESTIONS 140 

TRAVEL REMINDERS 145 

TRAVEL, NON-U.S. CITIZENS 130 

TRAVEL, PERSONAL 141 

TRAVELER' S CHECKS 145 

TYPEWRITER REPAIR 97 

UTILITIY HOOK-UPS 38 

VACATION RECORDS 10 

VENDING MACHINES 58 

VENDORS 99 

VIDEOTAPES 116 

VISAS 130 

VISITOR ACTIVITIES 115 

VISITOR AND INTRA/COMPANY ACTIVITIES 116 
W.C.I. PUBLIC RELATIONS DEPARTMENT 116 

WORK LOCATION CHANGES 22,89 

WORK ORDER REQUESTS 40 

WORK RELATED INJURIES OR ILLNESSES 30 

WORKER'S COMPENSATION CLAIMS 30 

XEROX 33 

XEROX EQUIPMENT AND TRAINING 33- 

XEROX REQUEST FORM 35 

XEROX SUPPLY REQUEST FORM 64 

YOUTH ADVISORY COUNCIL 115 

ZIP CODES (ATARI) 89 



CHANGE REQUEST FOR OFFICE ADMINISTRATION HANDBOOK 


Please make the following change in the next edition: 

Check one of the following: 

Delete Add Correction Other 


Briefly describe the request: 


Department Manager signature Date Submitted 


Send to: Corporate Policies and Procedures, 3900 Freedom Circle, Santa Clara. 


CHANGE REQUEST FOR OFFICE ADMINISTRATION HANDBOOK 

Please make the following change in the next edition: 

Check one of the following: 

Delete Add Correction Other 


Briefly describe the request: 


Department Manager signature 


Date Submitted 


Send to: Corporate Policies and Procedures, 3900 Freedom Circle, Santa Clara 
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Corporate Headquarters 


To: Supply Requisitioners 


From: 

Jim Powell/Senior Contract Administrator 


Subject: 

Office Supply Catalog 

Date: 10/5/82 - 


You will find in the attached binder materials required to support Atari’s 
new supplies provisioning program. Effective Friday, October 1, 1982, 

Atari will contract with Boise Cascade’s Office Products Division to supply 
our standard office supplies and a wide variety of previously ’’special ordered” 
items. Among the features of this program are: 

1. A preprinted order form , which will ease the process of ordering 
our most-used items. 

2. 24 Hour turnaround . All items requested from the new Supply 
Requisition Form shall be returned to you within 24 hours after 
submission of completed Office Supply Requisition Forms to the 
Corporate Purchasing Department. 

3. A Generic Catalog and a Boise Mini Office Products Catalog , which 
make available a full range of office supplies. After careful 
inspection of the catalogs, orders for items may be placed by 
entering the required information on. the preprinted order form 
and submitting this to the Corporate Purchasing Department . 

Furniture may not be ordered from the catalog. 

Authorized signers are responsible to assure that easy ordering does not 
result in wasteful or unnecessary expenditures. Proper use of the catalog 
should significantly reduce the number of ’’special and nonstandard buys”. 
Whenever possible the standard items in the Generic Catalog should be ordered to 
attain the lowest cost for office supplies. 

In order to operate within the new system effectively, please carefully 
review and follow the Ordering Procedures, which are inserted in the 
second section of the Office Supply Catalog Binder. 

If you have questions regarding this new program please contact me at 
727-1595. We look forward to working with you to make it a success. 


Q A Warner Communications Comoany 
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PROCEDURES: 

GENERIC ATARI 

MINI CATALOG 


ORDERING OFFICE SUPPLIES 
EXPEDITING OFFICE SUPPLIES 

RETURNING DAMAGED/INCORRECT OFFICE SUPPLY ITEMS 
HOW TO FILL OUT OFFICE SUPPLY REQUISITION FORM 
SAMPLE OF COMPLETED OFFICE SUPPLY REQUISITION FORM 

CATALOG 


ORDER HISTORY 







ADDING MACHINES 


ASH TRAY 


BINDERS 



Adding Machine Roils 

Single copy, white bond roll. Easy 
opening. Red warning signal at end. 
3V4" diameter, approx. 165' long. Your 
choice of popular widths. 



Smokador 
Plastic Ash Tray 

Virtually indestructable. No corners for 
dirt. Holder slots tend to “snuff” out 
forgotten cigarettes. 4 V 4 " round. Black. 



Ring Binders 

Vinyl covered covers, electronically 
sealed over heavy chipboard. Nickel- 
plated mechanism with opening¬ 
closing triggers. Standard 3-ring size 
for 11 ” x 8 V 2 ” sheets. Pocket on inside 
cover. Available in your choice of ring 
size for various capacities and 
assorted colors. 


P4-C225 2'A", 100/CT RL .223 

M1-CR722 Thermal Rl., 3/PK PK 2.04 


K3-753-BK EA .45 


Conventional 3-Ring 


L2-C1181-BKL 

1" 

, Black w/Label Holder 

EA 

1.52 

L2-C1182-BKL 

2" 

, Black w/Label Holder 

EA 

2.69 

L2-C1183-BKL 

3" 

, Black w/Label Holder 

EA 

4.14 


CALENDARS 


CLIPBOARD 



Acco 

Presstex Binders 

For 11” x 8 V 2 ” sheets, 8 V 2 ” centers. 
Strong, long lasting cloth hinges. 
Papers are neatly compressed and 
won’t slip in metal fastener. 25 per box. 
Your choice of popular colors. 



Ever Ready Desk Calendar 

Popular book-opening, arch style 
calendar with 3 5 /«” x 6 ” sheets. Pad 
uses 2 pages per day, left-hand page 
ruled for appointments in V 2 -hour 
increments. 3 months at-a-glance on 
right hand page. 



Hardboard Clipboard 

Brown hardboard with a bright plated 
clip. Excellent writing surface. Hole for 
hanging for use with orders, etc. 


L2-25071 Black EA .70 B1-E717 1984 EA .76 

L2-25073 Dark Blue EA .70 


EA .70 
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CORRECTION FLUID 



Insertable 
Tab Indexes 

Heavy duty buff ledger paper, Mylar 
reinforced edges. Acetate tabs have 
beaded edges. 5 tab, 2" 8 tab, 1 W! Your 
choice of sizes and colors for use in 
8 V 2 " x 5 V 2 " and 11" x 8 V 2 " binders. 



Liquid Paper® 

Correction Fluid 

Simple, fast corrections. Just brush 
over error - liquid penetrates paper 
leaving a like-new surface. Spill- 
resistant, . 6 -ounce plastic bottle. 
White, Ledger Colors or Standard 
Office Paper Colors available. 



Liquid Paper® 

Thinner 

For use with regular Liquid Paper (not 
waterbase fluids). . 6 -ounce bottle. 


L3-A1185-8 8-Tab Colored, ST .34 

L3-A1185-8c 8-Tab Clear, ST .34 

L3-A1185-5 5-Tab Colored, ST .24 

L3-A1185-5c 5-Tab Clear, ST .24 

L3-I-213 25 Division, A-Z, ST 1.14 


S3-564-01 White EA 


.65 


S3-565-01 


EA 


.39 


DICTIONARIES 


|C 



PEN & INK BY LIQUID PAPER —Perfect 
solution for correcting handwritten errors. 
Specially formulated to cover inks of ball¬ 
point and felt-tip pens and other writing 
instruments. 18 ml. (.6 oz.) spill-resistant 
unbreakable bottle. Color is white. 1 dozen 
per box. 



Liquid Paper® 

Just for Copies® 

White opaquing fluid for making neat, 
smear-free deletions or corrections on 
photocopies. Water base, dries quickly. 
Covers with one brushing application. 
. 6 -ounce bottle. 




ROGET'S PAPERBACK THESAURUS OF 

S3-747-01 EA .68 S3-71O01 EA .68 synonyms & antonyms bydenni- 

SON—Contains over 100.000 nouns, 
verbs, adjectives, adverbs, interjections 
arranged conveniently to show syno¬ 
nyms, antonyms, differences in meaning. 
Comprehensive alphabetical index sec¬ 
tion of over 200 pages. 5V8" x 7 5 /8". 

B5-50-421 EA 1.52 









ENVELOPE 




Merriam 
Webster's New 
Collegiate Dictionary 

Based on the Unabridged International. 
More than 150,000 entries with over 
191,000 definitions supported by an 
abundance of pictures. 3000 
quotations, 22,000 new words, and 
24,000 word-usage examples. 1568 
pages 7 Vi b" x 9 7 /®'/ bound in red linen 
with sprinkled edges. 


Clasp Envelopes 

Rugged, heavy-duty 32-lb. manila 
paper. Gummed flap, metal clasp. 
Excellent printing surface. For all 
mailing needs. 100 per box. All popular 
sizes available. 


B5-9 

Dictionary 

EA 9.22 

WEBSTER SECERTARIAL HANDBOOK 

BY MERRIAM -Fifteen chapters of easy 
to follow “how to do it” information from 
dictation to decision making. Attractive 
Lilac Linen binding. 7V8" x 9 7 /8", 550 pages. 

2 lbs. 4 oz. 

P2-90N Kraft, 9"x 12" BX 

OTHER SIZES AVAILABLE 




B5-36 EA 6.76 




ERASERS 



PARAPINK ERASER - A soft, pink, 
pliable eraser for all commercial and 
drafting uses. This pink double-beveled 
eraser will not smudge or smear graphite 
marks or damage paper surfaces. Med. & 
Large sizes. 


J4-804-526 EA 


.63 


N6-1954 


DZ 


2.78 


N6-7011 Medium Size DZ 2.16 





NOISELESS - DUSTLESS ERASER 

Always retains its shape. 

Six separate erasing felts attached 
to sturdy felt eraser back. 


Faber-Castell 
Magic-Rub Eraser 

For use on polyester-based drafting 
films, and delicate drawing or tracing 
paper. Won’t smudge, smear or mar 
working surface. 


















FILING SUPPLIES 




Pentel Eraser 

For all Pentel mechanical pencils 
except Quicker-Clicker!" 3 per tube. 



File Folders 

Smooth 11-point manila with rounded 
corners. Bottoms are scored for easy 
expansion. Choose from a complete 
variety of Straight Cut, Half Cut, Third 
Cut, Fifth Cut and Two-Fifths Cut in 
Letter Size and Legal Size. All packed 
100 per box. 


N6-7107 

GR 

4.17 

N4-Z2-1 

TB 

.30 

FI-Cl 13-1A 

Letter, 1/3 Cut, 
Assort. 

C 

3.42 







F1-CD21-1/3-BLU 

Letter, DBL Top 

1 /3 Cut, Blue 

C 

7.87 







F1-CD21-1/3-RED 

Letter, DBL Top 
1/3 Cut, Red 

C 

7.87 



Hanging 
File Folders 

Heavy-duty stock. 2" expansion. 
Coated rod ends for quiet, easy use. 
Fits most filing systems, adaptable to 
all types of filing arrangements. 25 
files per box with plastic tabs and 
white inserts. Your choice of Letter or 
Legal Size with a variety of tab sizes. 



Associated Tabs 

Clear, strong plastic tabs for use with 
hanging folders. Easy to position 
across flap. Blank white inserts 
included. 25 per box. 

% Cut, 2" Long (F1-C52T-'/J 
V* Cut, 3Vt " Long (F1-C52T-V3) 



Tab Inserts 

Pre-printed, A-Z (25 to set) OR blank. 
Blanks have room for 3-line heading, 
perforated 10 to a strip. 


F1-C52-1/5 

Letter 

BX 

4.32 

F1-C52T-1/5 1/5 Cut, 2" 

BX 

.56 

FI-242 

Blank, 2" 

C. 

.35 

F1-4152x2 

Letter, 

Box Bottom 

BX 

7.39 




FI-343 

Blank, 3” 

C. 

.35 


FI-4210-1/3 Letter, 

Interior Folders 100/BX 3.74 












GLUE 


MOISTENER 


CLIPS/PUSH PINS 


Stic 

$ 


^s«f e " Uv 

Fast and neat rub-on glue for paper, 
cardboard, fabric, photos, etc. Just dab 
on. Washable. Screw-on top keeps 
contents fresh. For office, home or 
school. 




Lee SortKwik Fingertip 
Moistener 

Greaseless, stainless film for faster 
handling of papers, foils, cellophane, 
plastic and fabrics. Used by bank 
tellers, insurance companies, printers, 
engineers, etc. 


Paper Clips 

Precision made for firm gripping power 
and to resist bending. Rust resistant. 
Rounded ends and smooth edges. 100 
per box. Your choice of all popular 
sizes. 


C1-U-26 26 Ounce EA .30 


A8-10050 3/8 Oz. DZ 3.86 


H4-72345 

H4-72545 


#1 

Jumbo, 


FRAMES 


INDEX CARDS, INDEXES 




IDL 

Binder Clips 

Precision made. Tempered blued steel, 
nickel plated wire arms which reverse 
to snap against papers for carrying. 
One arm up serves as a hanger. Arms 
remove for permanent binding. 12 per 
box. 




Drawer Frames 

Convert any file system to hanging file 
folders. Plated steel with smooth 
sliding rails, approximately 27 3 /s" long. 
Rails have break-off notch for shorter 
drawers. Easily assembled. For 
drawers to 10" high. Your choice of 
Letter or Legal Size. 



Index Cards 

Blank white or horizontally ruled on 
one side. Rotary cut on long side for 
uniform height. All popular sizes and 
weights available. 100 per package. 


H4-20BC 3/8" Capacity 
H4-50 5/8" Capacity 

H4-100 1" Capacity 


F1-C52-F6 


Letter, 

6 Per carton 


F3-C35 White, Ruled, 3x5 M 2.25 
F3-C46 White, Ruled, 4x6 M 3.95 
F3-C58 White, Ruled, 5x8 M 6.23 






LABELS 


LETTER OPENERS 


luimct i-i I 

m ..■ *■» £! .“-dVi 


(uajtcr C-L 


»U»J»CT *-0 I \ 


Avery 

Self-Adhesive 
File Folder Labels 

Eight 9 / 16 " x 3 7 / 16 " labels per sheet, 248 
labels per box. Easy-to-use in type¬ 
writer or for handmarking. Your choice 
of All White or White with & color- 
coded top stripe in a rainbow of colors. 


Avery White Pressure- 
Sensitive Labels 

Rectangular self-adhesive labels stick 
at-a-touch without moistening. Won’t 
dry or pop off, yet easily peeled off 
leaving no trace or smudge. White 
paper for typing, stamping or hand 
marking. 



F1-FF3-DBE 

F1-FF3-DRD 

F1-FF3-GN 

F1-FF3-LBE 


Dark Blue BX 1.23 
Dark Red BX 1.23 
Green BX 1.23 
Light Blue BX 1.23 


A5-S-828 

A5-S-1648 

A5-S-6432 


y2"x1%''840/BX 1.77 
1 "x3" 250/BX 1.35 

2"x4" 120/BX 1.57 


H 3-175 EA .35 


MARKERS 



STABILO BOSS WALLET BY 
SCHWAN STABILO - Contains 
one each yellow, green, orange 
and rose marker in a plastic pouch. 



Plastic Fine Tip Pens 

Long lasting, extrafine soft plastic 
point writes evenly and smoothly. 
Works on carbon copies. Metal collar 
supports point, keeps it from 
flattening. Pocket clip. Your choice of 
popular colors. 




N 2-7004 ST 2.80 


N2-SW-1OPP-BE Razor Pt., Blue DZ 4.93 
N2-SW-1OPP-BK Razor Pt., Black DZ 4.93 
N2-SW-1OPP-GN Razor Pt., Green DZ 4.93 
N2-SW-1OPP-RD Razor Pt., Red DZ 4.93 


N2-7000-BK 

Black 

DZ 

3.24 

N 2-7000-BE 

Blue 

DZ 

3.24 

N2-7000-RD 

Red 

DZ 

3.24 

N2-7000-GN 

Green 

DZ 

3.24 
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PADS, MEMO SHEETS 



Expo Markers 

For use on dri-erase, porcelain and 
other “white boards’,’ glass, metal, 
glazed ceramics. Wipes off with regular 
cloth, tissue or blackboard eraser. 



Sanford Major Accent 

Highlighter accents and emphasizes 
words or paragraphs in transparent 
color. For books, reports, letters, etc. 
Odorless, quick drying and smudge 
resistant. Won’t bleed through. 
Turquoise, Orange, Pink or Yellow. 



J4-830-8 Set of 8 ST 4.76 


N2-2500- YW Yellow DZ 3.63 


P3-C35WSP 

3x5 

DZ 

1.17 

P3-C46WSP 

4x6 

DZ 

1.89 

P3-C58WSP 

5x8 

DZ 

2.97 



Work Sheet Pads 

High grade, heavy bond paper, ruled in 
reproducible ink. 41 lines per page, 
every fifth heavy. Punched for 3 or 7 
ring binders. 50 sheets per pad. Your 
choice of popular sizes, buff or green 
paper, column count and units, and 
size of description column. 



Ruled Pads 

Your choice of perforated tear-off 
headstrip, padded or cover styles. 
White or canary, ruled in light blue. 
Complete selection of sizes and rule 
sizes. 50 sheets per pad. 



Quadrille Pads 

Equal line weight overall in a variety of 
squares per inch. For general and 
specialized use. White 8 V 2 " x IT' pads, 
rule in blue. 50 sheets per pad. 


P3-8804 4 Col. Green PD 1.48 P3-C811C 8%"x11", Canary DZ 3.13 P3-C4811C 8V2"x1 1", Canary EA .38 
P3-8806 6-Col.', Green PD 1.48 P3-C811W 8y2"x11", White DZ 3.13 P3-C4811W 8%"x11", White EA .38 


























Telephone Message Book 

400 Duplicate Sets in Book 
Carbonless, Individual Size 
2%"x6-1/8". White with 
Red Print. Canary Duplicate 

LI-4003, BK 3.44 


Tops 

“While You Were Out” Pads 

Space for all important phone or visitor 
messages. 50 pink 4W' x 5 Vi" sheets 
per pad, black ink. 

L1-3002-P DZ 1.57 


P3-C8925GG DZ 


POST IT NOTE 



Memo Sheet Refills 

White, unruled paper refills to fit all 
popular desktop memo holders. 
Available in all popular sizes. 



POST-IT NOTE TRAY FROM 3M - 

Weighted, heavy-duty black plastic desk 
top tray. Provides a reusable device for 
holding, displaying and dispensing Post- 
It notes. Included with the tray is one 25 
sheet pad each of the 1 W x 2" and 3" x 5" 
size Post-It notes. Angled for writing ease 
and comfort. 




A2-23-344 4x6 PK 1.17 A2-C45-BK Black EA 2.56 A2-653 VA"x2" 12/PK 2.55 

A2-C45-PY Putty EA 2.56 A2-654 3"x3" EA .48 

A2-655 3''x5" EA .63 












PENS 


PENCILS, LEAD 



Popular and economical disposable 
ball points with cap and pocket clip. 
Comfortable shaped barrel matches 
ink color. Your choice of Medium Point 
of Fine Point in conventional ball point 
colors. 




Pentel 

Rolling Writer Pens 

Fluid flow with cushioned ball tip and 
liquid ink for smooth, easy writing. 
Makes clear carbons. Non-refillable. 
Barrel matches ink color. Fine point. 
Blue, Red or Black. _ 


Woodcased Pencils 

Strong, bonded lead. Rounded 
hexagonal shape, yellow finish, with 
red eraser and metal band. Smooth 
and easy writing. Available in all 
popular lead grades. 


N1 -331-11 

Blue, Medium, 

DZ 

.71 

N1-332-11 

Red, Medium, 

DZ 

.71 

N1-333-11 

Black, Medium, 

DZ 

.71 

N1-334-11 

Green, Medium 

DZ 

.71 

N1-336-11 

Blue, Fine, 

DZ 

.71 

N1-337-11 

Red, Fine, 

DZ 

.71 

N1-338-11 

Black, Fine, 

DZ 

.71 


N1-R100A 

Black 

EA 

.39 

N1-R100B 

Red 

EA 

.39 

IN11 - R100C 

Blue 

EA 

.39 

N1-R100D 

Green 

EA 

.39 


N5-610 

Soft 

DZ 

.57 

N5-620 

Medium Soft, 

DZ 

.57 

N5-625 

True Medium, 

DZ 

.57 

N5-630 

Medium Hard, 

DZ 

.57 

N5-640 

Hard 

DZ 

.57 



Faber-Castell Col-Erase 
Colored Pencils 

For graphs, charts, drafting, 
engineering, art, etc. Sharpens to a 
needle point. Erases as easily as black 
lead. Hexagonal shape, color matched 
to lead, with eraser tip secured by 
metal band. 




Pentel Refill Leads 

Hi-polymer lead is extra strong and 
flexible for use in all “thin lead” 
pencils. 12 leads per tube. HB grade. 


N5-1277 Carmine, Red, DZ 1.58 N4-P205-A EA 1.75 N4-C505-HB TB .33 

N5-1298 Non Photo Blue, DZ 1.58 


OTHER COLORS AVAILABLE 


OTHER GRADES AVAILABLE 





PUNCHES 



Dennison 1 
Pres-A-Ply 5 
Pressure-Sensitive 
Reinforcements 

Self-adhesive convenience — no 
moistening required to repair or 
reinforce pages quickly and easily. */•" 
diameter. Vi 7 ' hole. 200 per dispensing 
box. 


Push Pins 

Plastic head with extended handle for 
easy removing. Ground steel point. W 
head, 3 /a" points. Available with clear or 
color heads, solid or assorted colors in 
package. 


REINFORCEMENTS RUBBER BANDS 


PUSH PINS 


H2-P-200-BK EA 6.82 


H2-P-49-BK EA 7.07 


SLIDE-O-MATiC PUNCH BY ROLODEX 

—Offers you unique push-button guide 
which locks in set position for accurate 
and consistent punch spacing. Punches 
through 25 sheets of 16 lb. bond paper 
without distortion so that afterwards it 
will make precise punches in a single 
sheet of onionskin paper. Two Va" round 
holes, 2 3 /4" centers. Punch heads lock to 
handle for compact storage. All steel con¬ 
struction. Black. 


PUNCHODEX MULTIMATIC PAPER 
PUNCH BY ROLODEX - Punches 3 stan¬ 
dard holes or any other combination of 2 
to 11 holes. Punches lift out easily for 
placement. Punches 16 sheets of 16 lb. 
bond. Hinged, foolproof waste pan 
swings open at a finger touch and springs 
closed automatically. Heavy steel con¬ 
struction. Black 


Quality Rubber Bands 

Uniform size and strength to meet 
local, state and federal government 
specs. Strong holding power. Tan color. 
Your choice of rubber band sizes or 
assorted-size box. 


H4-PP20 


Clear 20/Pk 


.21 


A5-43-100 200/Bx BX .48 


A6-A554 % lb.. Assort. BX .58 
A6-A254 1 lb.. Assort. LB 1.86 



















RIBBONS AND LIFT OFF TAPES 



Lift-Off 

Correcting Ribbons 

Excellent for general typing and 
correspondence. Special ink allows 
quick, clean corrections — errors are 
lifted off paper when restruck with 
correction tape. 


Calculator Ribbon 



For Serpentine Wind 


RIBBON FOR IBM SEL. II 

S2-B86HY Orange Leader, BX 8.21 
6/Bx 


S2-BR80N 


EA .88 



LIFT-OFF FOR SEL. II & III 

S2-86L 6/Bx BX 3.97 


SHEET PROTECTORS 



Sheet Protectors 

11" x 8 V 2 " protectors, standard 
punched with 3 oval holes. Binding 
side has a reinforcing flap. Black 
mounting sheet included. Your choice 
of a variety of material grades for every 
need in clear or non-glare finishes. 


L2-A8115-G Heavy Weight, 

Non-Glare BX 4.45 


SORTER 



Amberg General Purpose 
Sorter 

31 pressboard leaves, covered with 
plastic. Bound with plastic ring. 10" 
throat depth. Sorting tabs: A-Z, 1-31, 
Weeks, Months, 0-95 by 5’s, 100-1000 by 
100’s. Rubber feet. Size: 21 Va" x 2 V 4 " x 
1 " 


K3-A31 EA 5.34 


STAMP PAD AND INK 



Stamp Pads 

Just touch for perfect rubber stamp 
inking. Clear impression, longer stamp 
life. Easy to clean. Black produces 
sharp Thermo-Fax and other copies. 
Available in all popular colors. 


R2-100-BK 2%"x4!4", Black EA .67 
R2-100-RD 2%"x4%", Red EA .67 







STAPLES, STAPLERS 



Sanford Roll-On 
Stamp Pad Inker 

Just roll on — fast, easy and no mess. 
Colors made with quick drying 
concentrated dyes, black ink 
reproduces on Thermo-Fax and other 
copiers. Non-breakable 2-ounce plastic 
bottle. Black, Red or Blue. 



Staples 

Cbisel point round-wire staples for use 
in all brands of staplers. Annealed 
strips prevent breaking. Precision 
made for non-jamming operation. Full 
Strip (210 Staples) or Half Strip (105 
Staples) available. 5000 per box. 



Staple Remover 

Chrome-plated steel double jaws with 
brown plastic grips. Just slight finger 
pressure removes staple without 
damaging paper. 


R3-587-BK Black EA .82 
R3-587-RD Red EA .82 


H1-A101 Standard, Full Strip 

5M/BX .53 


H1-FCSR EA .35 



FC-17 STAPLER BY FABER-CASTELL - 

Made of durable steel and high impact 
plastic. Smooth, positive action gives you 
effortless desk-top or hand held stapling. 

Window tells you when staple supply is 
low. The FC-17 staples, pins, or opens fully 
for tacking and holds a full strip of 210 
standard staples. 

H1-FC-17-BK Black EA 5.02 

H1-FC-17-PY Putty EA 5.02 


RULER SCISSORS TAPES AND DISPENSERS 



Wooden Rulers 

Made of selected hardwoods, 
varnished and with a gloss finish. 
Scaled in y ie th inches with accurate 
brass edge. Your choice 12'/15" and 18" 
lengths. 



Acme Shear Kleencut 
Economy Straight Trimmers 

Strong lightweight cast steel with 
nickel-plated blades, black enamel 
handles. For office, industry, school or 
home use. Available in 6/ 7” 8" and 9" 
sizes. 



3M Hand Size Dispenser 

For desk drawer, brief case or work 
pocket. Two-piece construction 
telescopes open to hold 1296" rolls of 
tape on 1" core. Clean-cutting metal 
knife. Gray. (Tape not included.) 


D2-R522-12 Wood, 12” EA .39 
D2-R590-12 Metal, 12” EA 1.81 


H 3-1017-8 8” 
H3-1017-7 7” 


EA 1.61 
EA 1.45 


A8-H127 


%” Wide EA .32 













TELEPHONE 




3M “Decor” Tape Dispenser 

Holds Vi" or 3 A" wide tape rolls up to 
1296" on 1" core. Weighted base for 
easy one-hand operation. Chip-proof 
plastic in your choice of colors. 



Rest-A-Phone 
Telephone Shoulder Rest 

Comfortable, snugging 3-point 
suspension rests phone on shoulder at 
proper height and angle for clear voice 
transmission. Easily attached to all 
phones for use with either shoulder. 
Tough, lightweight plastic has a 
washable foam liner. Available in all 
popular telephone colors. 


MENDING TAPE 

A8-6200-1296-% %"x1296" RL 1.10 
SCOTCH TAPE 

A8-5910-1296-% Cello Tape RL .55 
1296"X%" 


A8-C15-BK Black EA 2.07 
A8-C15-PY Putty EA 2.07 


A2-2001 Beige EA 


1.51 


DISKETTES 


ELEMENTS 


PRINTWHEELS 
PLASTIC - METAL 



3M 

S2-DSDDRH 

Wang #177-0080-1 

BX 

26.16 

S2-WANG-COMP 

Wang #177-0063-1 

BX 

22.74 

S2-SSDDRH 

Centronics 700 

BX 

21.25 

S2-CPT-6000-8000 

1BM Display SSSD 

BX 

19.89 

S2-DSDD 

IBM Display DSDD 

BX 

31.82 

Verbatim 

S2-MD18188 

Wang #1770080-1 

BX 

29.69 

S2-FD221631 

Wang #1770063-1 

BX 

26.79 

S2-MD18158 

Centronics 700 

BX 

21.66 

S2-FD22999 

IBM Display 

BX 

19.89 

S2-FD18071 

IBM Display 

BX 

34.66 


ALL DISKETTES 10/BX 



TYPEWRITER ELEMENTS 

For use in IBM Selectric, II, III & Reming¬ 
ton single-element typewriters. American 
standard keyboard character placement. 
Mix type styles within copy for empha¬ 
sis; select particular elements for speci¬ 
fic applications. Choose from a variety 
of type styles in 10 & 12 pitch. Protec¬ 
tive plastic case. 



PLASTIC PRINTWHEELS 

Compatible with Qume, Diablo and IBM 
printers. Injection modeld hi-impact plas¬ 
tic for letter-quality computer printouts. 
Metal capped period, raised underscore, 
reinforced hub/spoke stress points. Avail¬ 
able in a variety of typestyles in 10 & 12 
pitch. 


PLASTIC PRINTWHEELS 


ALL TYPES/STYLES ARE AVAILABLE 
(see catalog) 


QUME 




S2-82051 

Pica 10 

EA 

4.50 

S2-82086 

Courier 12 

EA 

4.50 

S2-82089 

Letter Gothic 12 

EA 

4.50 

^2-82064 

Courier 10 

EA 

4.50 

DIABLO 




S2-9R80295 

Courier 10 

EA 

5.06 

S2-9R80300 

Letter Gothic 1 2 

EA 

5.06 

S2-9R80301 

Letter Gothic 15 

EA 

5.06 

V^2-9R80299 

Prestige Elite 12 

EA 

5.06 

METAL PRINTWHEELS 



S2-38315 Diablo-Letter Gothic 88 

EA 

37.03 

S2-38311 Diablo-Elite 88 

EA 

37.03 





— 


* 







RIBBONS 



CORRECTING TAPE 

For use on all IBM and other self-correct¬ 
ing typewriters using orange or yellow 
leader ribbons. Lifts errors off leaving 
no ink on the paper. Orange leader. 



S2-3235-0 For Wang #279-5204-6 DZ 17.06 
S2-6N636-0 For Wang #279-5234-6 DZ 17.10 
S2-BM97 For Centronics 700 DZ 11.66 


S2-3782L Lift-off Correcting BX 3.24 
Tape for IBM 


S2-3403-0 Correcting Ribbons DZ 
for IBM Selectric III 


37.44 


ASSORTED PRINTER RIBBONS 






STARTER KIT 


K3 ATARI-BGE, Beige CT 28.09 
K3 ATARI-BK, Black CT 28.09 


CONSISTS OF: 




1 C. H4-72345 


1 EA K3-75500 


1 EA K3-1373-0 or 0) 


2 EA K3-1600-0 or 0) 


1 C. H4-72545 



1 EA K6-34-I06 or 10) 1 DZ N1-331-11 1 DZ N5-625 1 DZ P3-C811W 

1 DZ N1-333-11 


IF ORDERED SEPARATELY 
USE STOCK NUMBERS SHOWN 























ORDERING OFFICE SUPPLIES 


RESPONSIBILITY 

REQUESTOR 1. 

2 . 

3 . 

4. 


CORPORATE PURCHASING 1. 

2 . 

3. 

4. 

5 . 


ACTION 

Insures sufficient quantity of supplies 
are kept on hand to perforin various work 
related functions. 

Orders supplies as necessary by completing 
an Office Supply Requisition Form 
(3P036, 9-82, see attached sample). 

Pulls goldenrod copy of Office Supply 
Requisition Form for records and to verify 
items received against packing slip. 

Submits original, canary and pink copies 
of Office Supply Requisition Form TO: 
CORPORATE PURCHASING 
3900 FREEDOM CIRCLE 

Receives all Office Supply Requisition Forms 
from various requestors. 

Verifies all items being requested on the 
Office Supply Requisition Form (3P036, 9-82) 
Signs and dates all Office Supply Request 
Forms. 

Transmits original of all Office Supply 
Requisition Forms to vendor for completion 
of order placing. 

Sends Accounting copy of all Office 
Supply Requisition Forms to the 


Accounting Department. 




VENDOR 


DESIGNATED RECEIVER 


REQUISITIONER 


1. Receives all Office Supply Requisition Forms 
from ATARI. 

2. Verifies all items as indicated on the Office 
Supply Requisition Forms. 

3. Pulls those items from stock per the 
Requisition Form. 

4. Packages items for each Requisition separately. 

5. Delivers package of items to the Requestor 
or designee along with one copy of the 
packing list. 

1. Identifies and matches packages to the 
vendors shipping manifest. 

2. Signs name and badge number on vendor’s 
shipping manifest for packages received. 

3. Forwards or holds packages for requisitioners 
pick up. 

4. Forwards copy of signed shipping manifest 
to Accounts Payable. 

1. Receives those items as requested on the 
Office Supply Requisition Form. 

2. Verifies that items received are items 
requested. 

3. Notifies vendor if items are missing 
or damaged. 

4. Contacts vendor at (408) 727-6892. 



ACCOUNTS PAYABLE DEPARTMENT 


1. Receives copies of all Office Supply 


Requisition Forms signed off by Corporate 
Buyer. 

2. Receives copies of all vendor shipping 
manifests signed off by Designated 
Receivers. 

3. Matches requisitions to manifest and 
authorizes payment for those items. 



EXPEDITING OFFICE SUPPLIES 


RESPONSIBILITY 


ACTION 

VENDOR 

i. 

Receives all calls regarding missing 

or damaged items. 


2. 

Replaces all missing or damaged items 

at no charge to Atari. 


3. 

Expedites all special items ordered which 

are not shown on preprinted Requisition 

Form. 


4. 

Notifies requisitioner of the delivery 


status of items. 



RETURNING DAMAGED/INCORRECT OFFICE SUPPLY ITEMS 


RESPONSIBILITY 

REQUESTOR 


VENDOR 


CORPORATE PURCHASING 


BUYER 


ACTION 

1. Determines that item/s received was 
damaged or misordered. 

2. Notifies vendor that items received are 
damaged or incorrect. 

VENDOR CONTACT: 

BOISE CASCADE 
(408) 727-6892 

3. Returns damaged or misordered items to 
Vendor. 

1. Receives all damaged or misordered office 
supplies from ATARI Requisitioner. 

2. Immediately issues a credit to the requestor. 

3. Reviews item/s with Corporate Office 
Supply Buyer. 

4. Issues copy of the credit and/or makes 
any adjustments as necessary with the 
Buyer. 

5. Contacts Requisitioner of any adjustments 
made concerning the account. 

1. Reviews with the Vendor damaged or 


misordered office supply items. 



Instructions for completing the Office Supply Requisition Form (Please type or print) 
Upon completion submit to the Corporate Purchasing Department. 

1. Typed or printed Name of requestor to receive Office Supplies 

2. Delivery address for supply items (Bldg. No.) Supply drop location , or Mail 
drop location) . 

3. City, State, Zip Code for delivery of supply items if out of local area. 

4. Name of requestor 

5. Date Supply Requisition completed 

6. Telephone number of requestor 

7. Requestor signature 

8. Supervisor/Manager of Requestor signature 

9. Department number 

.0. Budget account number 

.1. Quantity of item/s requested 

.2. Dollar amount for item/s requested 












































A . 

ATARI 


Office Supply Requisition Form 


Boise Cascade 
Office Products Division 

415 / 467-8770 


j name 

ATARI. INC. 


RECEIVING INDIVIDUAL c REQUESTOR /■ 

S /X'' / —^ C / //' 

_g -/ 

3U p ESP VISOR /^'ANJ^ E R 

iDM r.T’RflT.F. T \^£> O C 


I 1 STREET SUPty<VI50R/ 

''iflkoO FREEDOM CIRCLE ^Oll 

O STATE ZIP COD£’ g PURCHASING 


I SANTA CLARA CA 

j R EQUESTO R 

! LORETTA FARINELLA 


V I UN PRODUCT NO, 


95050 PH_- 

DATE 

_ 10/1/82 


DESCRIPTION 


TELEPHONE NUMBER 

(408) 727-5354 


REQUISITION NO. 

000001 

UNIT 

LEGEND 

CUSTOMER NO. 

BD = 

Bund le 

691801 

BX = 

Box 


c. = 

Hundred 

CONSIGNEE NO. 

CT = 

Carton 


D2 = 

Dozen 


EA = 

Each 

P.O. NO. 

M. 

PK = 

Thousa nd 

Pd C k 3 Q 6 

QS49538 

PR = 

Pa ir 

DEPT. NO. 

RL = 

Roll 

10806 

RM = 

Rea m 

ACCOU NT NO. 

ST = 

Set 


TB = 

T ube 

0270 








N 2-2500- YW 

N 2-7004 _ 

N2-SW1 0PP-BE 
M'-SVViQPP-BK 


N? SW.CPF RD 
N2-SW10PP-GN 
J4-&30-8 
A2-23-344 
A S 10050 

P3-S804 _ 

p 3 8806 _ 

P3 C4811W 



! 02 1 

P3-C8925GG 

Steno Notebook 80 CT 


BX 

F1-C52T-1/5 

Tabs Hanging Folder 


c. 

FI-242 

Tabs, Insert, Blank WE 9/16 x 2 

2 

EA 

A8-C15-BK 

Tape Desk Dispenser, Black 


Marker, Razor Point, Red 
Marker, Razor Point, Grei 
Marker, Visual A>d Marke 

Memo Sheet; 4X6 _ 

Moistener. Fingertip 
Pad. Columnar, 4 Columr 
Pad, Columnar, 6 Columr 
Pad, Quad, While 11 X 81 





A8-C15-DSD 

Tape Desk Dispenser, Tan 


A8-H127 

Tape Hand Dispenser 


A8-5910-1296-34 

1 Tape Celloph 



A8-6200-1296-34 
LI-4003 


Tape Mending, */, X 1296 _ 

Telephone Record. NlCR, 400/ST 





U N 

PRODUCT NO. 

.. 

DESCR IPTION 

PRICE 


EA 

M3-AP2004 

PENCIL SHARPENER 

14.90 


; 






F 




LIST ADDITIONAL ITEMS BELOW 

1 PRICE I I QTY I UN I PRODUCT NO. 


DESCRIPTION 


1. White - Vendor 2. Canary — Purchasing 3. Pink — Accounting 4. Goldenrod - Requestor 





























































































































A 

ATARI 


MATERIAL TRANSFER ORDER 


no. 106981 


ACCOUNT NUMBER 


FROM 


ACTIVITY NUMBER 


TO 


DEPT NO. - JOB NO. | DATE COMMITTED DATE MOVED 





personal use in office 



sSfc— 

Op 


- UL2 / / - 

DATA PROCESSING-COST ACCOUNTING 


^ / I Vv* 

J Tf/S 













A 

ATARI 


MATERIAL TRANSFER ORDER 


No. 


232602 


ACCOUNT NUMBER 

ACTIVITY NUMBER 

L_ 

FROM TO 

DEPT. NO. - JOB NO. 

DATE COMMITTED [ 

)ATE MOVED 

1 1*450-01 5i/ 1 OMO 

1QI4Q - 

I 

PART NUMBER 

PART DESCRIPTION 

QUANTITY 

REQUIRED 

QUANTITY 

ISSUED 

I 1 1 1 1 1 1 1 1 1 

if/ 5t payn-hs 



1111! 1 I 1 J 1 

m cl/ o On 


H 

i i i i i i i i i i 


T 

1 

i i i i i i i i i i 

\/Qf3>iy ^i^ecLi jh'tr+5 



i i i i i i i i i i 

rhqroon 

3 


i i i i i i i i i i 




i i i i i i i i i i 

VCL i 'ty jCLc/cej- 




ma cOOjn 

/ 

/ 




r 

i ^ i j i i i i I 

-,-.-V. ■ 



r AUTH£rggfcD/6 <X I'N Jf EXT. REQUIRED BY: ISSUED BY: REGEIUED BY^ DELIVER TO: EXT. & LOCATION 

. . .... 


e A Warner Communications Company 


WITH MATERIAL 


2A-097 (11-79) 
















































ATARI 



H'C -D ' 

MATERIAL TRANSFER ORDER 


No. 


269763 


ACCOUNT NUMBER 


FROM 


ACTIVITY NUMBER 


DEPT. NO. - JOB NO. I DATE COMMITTED DATE MOVED 























































f4 ■ C • D • 

MATERIAL TRANSFER ORDER 


No. 


263587 


ACCOUNT NUMBER I_ACTIVITY NUMBER 

! _ 

FROM TO 

DEPT. NO. - JOB NO. 

DATE COMMITTED [ 

DATE MOVED 


P -A -M 

PART NUMBER 

PABT DESCRIPTION 

QUANTITY 

REQUIRED 

QUANTITY 

ISSUED 

1 1 I 1 1 1 1 1 1 1 


i 


u fc/ty 'O i nou 

1 I 1 I 1 1 1 1 1 1 


i 


i i i i i i i i i i 

■4V ir 1 f . 

i 


i i i i i i i i i i 




i i i i i i i i i i 

^P*><4 4cv. A/oKmOK\ 



i i i i i i i i i i 




i i i i i i i i i i 




i i i i i i i i i i 

j&gj? ffl 'Tfl tk\ 5 



i i i i i i i i i i 




/T"l)L*1_1_1 J 1_1_1 

T ~ 




REMARKS 


) A Warner Communications Company 


WITH MATERIAL 


2A-097 (11-79) 


























































' MATERIAL TRANSFER ORDER 


No. 


269759 


ACCOUNT NUMBER 


FROM 


ACTIVITY NUMBER 


DEPT. NO. - JOB NO. 


DATE COMMITTED DATE MOVED 



Q A Warner Communications Company 


WITH MATERIAL 


2A-097 (11-79) 
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A 

ATARI 

SHIP TO: 


Special Shipping Order 

USE BALL POINT - PRESS FIRMLY 


1 


DOCUMENT NUMBER 


L 


J 


ORIGINATOR 

DEPT. NO. 

DATE 

ORIGINATING ADDRESS 

FROM ACCT. NO. 

TO ACCT. NO. 


REFERENCE P.O. NO. 


REFERENCE RMA NO. 


REFERENCE MTO NO. 


NO. PIECES/BOXES 


WEIGHT NO. 


SEAL NO. 


[□Freight Collect 

Vendor pays 


| | Freight Prepaid 

Atari pays 


DEPT. NO. FRT. CHGS. 


CARRIER 


VENDOR NO. 


DECLARED VALUE FOR SHIPMENT REQUIRED DELIVERY DATE 


ITEM 

NO. 


QUANTITY 

requested! ISSUED 


PART NO. 


DESCRIPTION 


, ,, .1-----—- 

IF RESHIPMENT REQUIRED, SHIP TO ADDRESS 
CHECKED ABOVE. SUBMIT DUPLICATE INVOICES 

WHEN RESHIPPING REPLACEMENTS. 

RECEIVED BY TELEPHONE NO. DATE 

ISSUED BY TELEPHONE NO. DATE 

MATERIAL LISTED BELOW IS BEING SHIPPED FOR: 

□ REWORK AT ATARI, INC. EXPENSE □ SUBCONTRACT KIT NUMBER □ SAMPLES 

(PLEASE ADVISE) 

□ EQUIPMENT LOAN □ ATARI SUPPLIED MATERIAL □ OTHER 

SPECIAL SHIPPING INSTRUCTIONS 

DOCUMENTATION TO ACCOMPANY SHIPMEIN 

IZH Copy of Sales Order [HI Bill of L« 

| | Inspection Report No. | | Receivim 

| | Copy of Purchase Order (P.O.) □ Material 

IT 

ading No. dl Debit Memo 

g Report No. 

Transfer Order 

SHIPPED FROM 

SHIPPED VIA: 

□ OVERNIGHT □ TRUCK 

□ 2 DAY AIR | | V-P/U 

□ UPS | | OTHER 

DATE SHIPPED 

CLERK 


□ REPLACE WITH 


ITEM 

NO. 

QUAN 

REQUESTED 

TITY 

ISSUED 

PART NO. 

DESCRIPTION 

| 





| 







ORIGINATOR 

TELE. NO. 

DATE 

APPROVED BY 

TELE. NO. 

DATE |BUYER 

TELE. NO. 

DATE 


White - Purchasing Canary - Cost Accounting Pink - Packing List Goldenrod - Shipping Green - Data Control 

A Warner Communications Company 


3M014 R1 (10-82) 






























































A 

ATARI 


MATERIAL TRANSFER ORDER 


no. 166724 


ACCOUNT NUMBER 


CTIVITY NUMBER 


FROM TO | DEPT. NO. - JOB NO. | DATE COMMITTED DATE MOVE! 




V 





ATARI 


MATERIAL TRANSFER ORDER 

CONSUMER DIVISION 

USE BALL POINT PEN - PRESS FIRMLY 
TRANSACTION TYPE 


M 105126 

DOCUMENT NUMBER 

i 


j 


(check only one) 

a UNSCHD ISU (IVTUSI) □ SCHED ISU (IVTISU) CH OTHER_ 

□ RETURN TO STOCK (IVTRTS) □ WORK ORDER COMP (IVTMFG) 







IMjJ| 






qHHEIS99 

n 


1 

HHHHS 

imn 

imn 


IJHffl 

U0I 

PART NUMBER 

PART DESCRIPTION 

QUANTITY 

REQUESTED 

QUANTITY 

SHIPPED 

QUANTITY 

RECEIVED 

9H 

jJSJ 

999 

Bll 

n 

■ 

\!/S/CAL <l~ 

K 

1 

n 

■ 

■ 

■ 

n 

■ 

■ 

■ 

n 

rvhhi 

HR 

mmms 

■ 

■ 

n 

■ 


AAeM\ 1 i 1 

MINI 


■■ 

0 

3 

■ 

■ 

■ 

■ 

■ 

■ 

■ 

■ 

■ 

■ 

■ 



■ 

■ 

■ 

■ 

i 

■ 

■ 

■ 

■ 

■ 

■ 

■ 

■ 

nnvn 

0 

4 

■ 

■ 

■ 

■ 

■ 

■ 

■ 

■ 

■ 

■ 

■ 



■ 

■ 

i 

■ 

i 

■ 

■ 

■ 

■ 

■ 

n 

■ 

■ 

imn 

99 

■■■■■■■■ 

999 



imn 

9999999 

ii 

w 

el 

■ 

■ 

■ 

■ 

■ 




■ 





■ 

■ 

■ 

■ 

n 

■ 

■ 

■ 

■ 

■ 

■ 

■ 

■■■■■■■ 

« 

B 

n 

991 




■ 





■ 

■ 

■ 

■ 

i 

■ 

■ 

■ 

1 

1 

■ 

■ 


■ 

imn 


■ 

■ 

■ 

■ 

■ 









■ 

■ 



99 




99 

■ 

■ 

i 


B 

■ 

■ 

■ 

■ 

■ 




■ 





n 

■ 

■ 

■ 

■ 

■ 

1 

■ 

■ 

■ 

n 

mnn 


B 

■ 

i 

■ 

■ 

■ 




■ 





■ 

■ 

■ 


■ 

■ 

L 





1 

_i_ 

BlBBili 


/I A 


o_ 

REtfU^STED^SV EXT. DATt^ . 

TtyS-sytJtt /.jfc 

AUlH^IZt 


SHIPPED BV EXT. DATE 

t 

REji^/Et) BV ^ EXT. DATE / ' 

mm 

^PROVAL (IF MOVED FROM STOck) ' 

EXT. DATE 

COMMENTS —^ } / J t jC^L. - , 

/Jve ryj//- /\££ r/ 9 /AJa ct 

( 2 crr>Pdr<E /Z /aJ 


White - Data Processing Green - Receiver Yellow - Material Copy Pink - Originator Goldenrod - Originator Verification Copy 


o A WS'rxi Commoncalior'S Comp**-.* 


3M043 R4 (8/82) 



















MATERIAL TRANSFER ORDER" 


no. 28808 


ACCOUNT NUMBER 


ACTIVITY NUMBER 


FROM _ TO _ j DEPT. NO.-JOB NO. | DATE COMMITTED DATE MOVED 


/o;/ 




PART NUMBER 


PART DESCRIPTION 


QUANTITY 

REQUIRED 


QUANTITY 

ISSUED 


Mike Timko of WCI 


or Uno-Mas Golf tournamen 


Benefit 




£50 


AUTHORJfcED BY 


i . EX T | REQUtRCD BY 


REMARKS: 



IRECEIVED BY 


I DELIVER TO EXT & LOCA 


d A Warner Communications Company 


DATA PROCESSING/COST ACCOUNTING 

















Inter Office Memo 


A 

ATARI 


To: Peggy Goulet 

yy 

Corporate Division 

From: Laurie M. Christensen 

Subject: Contribution to Uno-Mas 

Golf Tournament Benefit 

Date: 3/8/84 


For St. Anthony’s Dining Room and Blind Babies Foundation 


I have been approached again by Mike Timko of Warner Bros, in San Francisco 
with a request that Atari provide a prize for the Uno-Mas Golf Tournament. 
This tournament is sponsored by the film industry semi-annually in behalf 
of St. Anthony’s Dining Room and the Blind Babies Foundation. 

As I mentioned to you on the phone I feel obligated to respond when 
asked because we are regularly petitioning Warner for favors. This week, 
for example. Atari executives screened the new film ’’Purple Hearts” which 
was provided as well as delivered and picked up at no charge. ’’Superman III" 
last year was provided at no charge, etc. 

I would appreciate your arranging for a 5200 unit to be donated to their 
event in behalf of Atari. The event is scheduled for March 20th, 1984. 

Please call me at 970-4578 regarding what I can do, if anything, to help 
expedite this. 

Thanks very much for your help. 


A Warn pi Communications Company 


